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Welcome to Bristol SU’s volunteer recruitment platform! We hope you find it a useful tool to recruit 

and manage your volunteers.  

All Bristol SU students are able to register to apply for you opportunities, and they have access to 

free DBS checks and safeguarding training. When you register opportunities with us we are also 

able to advertise them in our fortnightly newsletter and via social media. 

This guide will take you through registering your organisation and uploading opportunities to the 

website in a clear step-by-step manner.  

If you’ve finished the guide and still have questions, do get in touch with us at bristolsu-

development@bristol.ac.uk. 
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Registering your Organisation 
 

Go to www.bristolsu.org.uk, click on the Skills and Volunteering tab and select ‘Find an 

Opportunity from the drop down menu. Click ‘Register an opportunity’ from the left-hand menu.  

Have your organisation details to hand as you will need them – scroll down to see information you 

will be asked for. 

 

 

Do make use of the 

formatting tools to make 

your organisation description 

clear and attention grabbing 

Do upload a 

picture and note 

the advised 

dimensions 200px 

x 100px 

http://www.bristolsu.org.uk/
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If you are already a 

registered user of the 

website for any reason you 

will need to use a different 

email address 
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Once you have completed the spam check you will then be redirected to the home page with a 

message saying your organisation has been submitted for approval. You will also receive an email 

acknowledging your application. 

 

 

As soon as Bristol SU staff approve your appllication you will receive email confirmation with a link 

to uploading and managing your opportunities. You may be directed to home page, in which 

case click ‘Log in’ and use your email address and password to do so. 
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Registering Opportunities 
 

Once you’ve logged in, hover over your name at the top of the page to see a drop down, and 

select ‘Manage Opportunities’. You can then view all active opportunities, and add new ones. 

 

 

 

When you create your opportunity it will automatically be set to ‘live’, but you can switch to 

‘draft’ if you want to save and come back to it. Scroll down to see the information you will be 

asked to input.  
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The skills you select will 

show up in search listings. 

Try not to list too many 

mandatory skills – this could 

put off volunteers 

Our volunteers have 

reported limited use of the 

‘availability calendar’ so 

be aware that filling in this 

section is optional 
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You will then receive an email saying your role has been created, and another when it has been 

approved. 

 

 

 

 

 

 

 

This start and end date 

refers to the advert 

itself.  
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As soon as the ‘start date’ is reached, your opportunity will appear on the website listings.  

 

 

Don’t be thrown by the orange ‘not started’ tag. This means that the opportunity itself has not 

started, not the advert. 
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Managing Applications 
 

When people apply for your opportunity they receive an email which looks like this. 

 

 

You will receive an email which looks likes this. 

 

 

You can either click on the link to log in and be directed straight to the page, or you can log into 

the website and navigate to the ‘applications’ tab. You can then click the cog icon to approve 

or decline individual applications. If you decline an application you will be asked to give a reason, 

which will be communicated to the applicant via email automatically. 
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Once you’ve confirmed a volunteer, you will receive the below email, and they will receive a 

confirmation as well - you can them liaise with them externally. Find their details by navigating to 

your role, clicking the cog and selecting ‘volunteer application’ and then doing the same with 

the cog next to their name and selecting ‘view volunteer’s profile’.  

You can also export lists of volunteers and play around with the timesheet function. There is 

currently no guidance for this setting, but do keep checking back as we’re working on it. 
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Troubleshooting and FAQs 
 

I registered ages ago, why do I have to do this again? 

We changed web providers in August 2016 and we weren’t able to migrate all of our old hub 

details over. You will need to sign up again, but using the guide above it should be quite quick 

and easy to do. 

 

I haven’t received approval emails 

Check your spam folder for emails from techsupport@nusmedia.co.uk. If there’s nothing there, try 

and log in with the details you registered with anyway. We tend to approve organisations and 

opportunities within a day or so, so even if you haven’t got the email you should be able to log in 

fairly swiftly. 

 

I can’t remember any of the details I signed up with/I’ve forgotten my password 

Shoot us an email at bristolsu-development@bristol.ac.uk with the name of your organisation and 

we’ll let you know what email address you signed up with.  

To reset your password, go to http://www.bristolsu.org.uk/users/password/new. 

 

I can’t see my opportunity 

It’s a common mistake to input the information about your opportunity when you are registering 

your organisation. Your organisation will never appear on its own, only as a parent of your 

opportunity. It may be that you have forgotten to upload the opportunity itself. 

 

My emails address is saying it’s already registered but I don’t think I am 

This could be one of two things. 

1. If you were registered on the old website and were invited to the new one via a 

personalised link then you need to finish the registration we started for you. Contact 

bristolsu-development@bristol.ac.uk and we can sort this out for you. 

2. If you’ve registered before for any reason you will have to use a different email address. 

Maybe you’re a student who’s registered, or you’ve signed up to the website to come to 

an event. At this time we aren’t able to merge accounts, but watch this space because it’s 

something we’re looking into. 

 

mailto:techsupport@nusmedia.co.uk
mailto:bristolsu-development@bristol.ac.uk
http://www.bristolsu.org.uk/users/password/new
mailto:bristolsu-development@bristol.ac.uk

