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Volunteer Hub 
A Volunteer Management System Created For YOU! 
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Volunteer Hub for Students 

1. Go to: https://find-volunteering.manchester.ac.uk/ 

2. Click  Student Log In 

3. Sign in via My Manchester and complete ALL the questions on the following page. 

 
 

4. Search for opportunities! 

 
 

5. Choose an opportunity 

6. Scroll to the bottom of the page and click ‘Apply Now’ 

 
7. Complete form and wait to hear back  

8. It’s a good idea for students to keep a track of their hours and once a month check with the 

project/organisation that these hours have been logged. 

https://find-volunteering.manchester.ac.uk/
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Volunteer Hub For Organisations 

Step 1 – Register your organisation: 
 

1. Go to:  https://find-volunteering.manchester.ac.uk/   

2. Click  Register Your Organisation (right hand menu) 

3. Complete the details. 

Some important tips:  

 
 

 

4. Coordinators check to approve new organisations weekly, hold tight  

https://find-volunteering.manchester.ac.uk/
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Step 2 – Post an Opportunity 
 

1. Go to https://find-volunteering.manchester.ac.uk/   

2. Click, ‘Log in here’ (under For Organisations) 

3. Log in with your organisation email address 

4. Click ‘post an opportunity vacancy’ on the right hand menu. 

 
5. Complete the form, ticking only the tick boxes that apply and giving as much accurate information as 

possible e.g. the address where the volunteering will take place. Remember to add a logo where possible. 

 

Top tips for the description 

 

 
 

o There’s a role template attached pg: 6 , try to use that. 

 

o We find that appealing to our volunteers values has a better impact than extrinsic rewards: a 

free cookie, HEAR hours. You can find out more about the research behind this approach here: 

http://www.nusconnect.org.uk/resources/why-are-we-talking-to-students-like-they-re-selfish 

 

o We’ve attached an example of a values based role description on pg: 7 

 

 

6. Submit and wait for approval – we check weekly  

 

 

https://find-volunteering.manchester.ac.uk/
http://www.nusconnect.org.uk/resources/why-are-we-talking-to-students-like-they-re-selfish
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Step 3 - Regularly check sign-ups and send welcome emails 
 

1. Regularly (at least once a week) log in to your organisation at https://find-volunteering.manchester.ac.uk/ 

  

2. Check sign ups by clicking  View you opportunities (on the Organisation Menu) 

3. Click View Volunteers 

  

 

 

4. Email each volunteer a Welcome Letter 

 

Top tips 

This letter should thank volunteers and minimise any anxiety they may have. Think of all the questions they 

might have and answer them as well as you can e.g. 

o What to wear 

o When and where to meet you 

o Who you are (what you look like) 

o Any preparation they may need to do 

o How long they will be there 

o Who to contact with any questions. 

Step 4 – Log Volunteer Hours 
 

1. Regularly (at least once a week) log in to your organisation at https://find-volunteering.manchester.ac.uk/ 

2. Check sign ups by clicking  View you opportunities (on the Organisation Menu) 

3. Click View Volunteers 

4. Here you’ll be able to input the times and days your volunteers have attended. This can be at events or 

planning meetings and it’s a really important thing to do. 

Step 5 – Get some lovely stats on your project 
 

At the end of the year the system will have collected lots of data about the number of hours and volunteers your 

amazing venture has engaged. Chat to your coordinator about getting this data so you can write an impact report on 

your work 

https://find-volunteering.manchester.ac.uk/
https://find-volunteering.manchester.ac.uk/
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Volunteer Role Template 

 

What is the project all about?  

One short paragraph 

 

 

 

What will the role involve?  

Bullet point list of tasks required for the role 

  

  

 

Who we’re looking for.  

Bullet point list.  Think about this in terms of shared values rather than just required skills 
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Volunteer Role Example 

What is the project all about? 

Blind Ambition is a student-led project that tackles inequalities in access to university, as disabled students remain a 

vastly underrepresented group in higher education. Disabled students are less likely to access university, and those 

who do are 10% more likely to drop out of University than their able counterparts. 

This project has been started to help blind or partiality sighted young people to have a fantastic experience on 

campus, to hopefully encourage them to consider University. The one-day event hopes to offer accessible, engaging 

activities and friendly, helpful role-models. The day will involve giving the students the rare chance to put 

themselves in the shoes of an academic researcher and consider their own abilities and aspirations in this area. 

What will the role involve? 

The role would be best suited to a creative and independent individual to take the responsibility of contacting and 

maintaining relationships with local high schools, in order to reach the students who are most in need of the 

project’s input. It will involve: 

o Researching schools in the local area 

o Contacting schools with invitations to our event 

o Liaising with teachers and school staff to ensure the needs of the young people are met (e.g. any further 

accessibility needs are considered when choosing venues and creating resources) 

o Collecting feedback from staff and students 

Support and advice will be available from an experienced member of staff to guide you in creating new and lasting 

partnerships between the project and schools. 

Who we’re looking for. 

o A reliable person who can create and maintain brilliant working relationships 

o Someone with a passion for educational equality and social justice 

o Somebody who is creative who can offer suggestions to develop plans for the day as well as advertise the 

event in a compelling and convincing way 

o A compassionate person who is capable of helping young people access the activities during the event 


