Template for creation of volunteer opportunity to publicise on Team Kinetic platform
The platform does not currently automatically save your drafts as you work through it.  If you think you may be interrupted you can use this template to prepare your submissions in advance and so quickly copy and paste at a time of convenience.
Tell us about the opportunity
1) Opportunity name
Give as much info as succinctly as possible to assist people searching the compact version of the site via the mobiles.  Eg role title, day, time[bookmark: _Hlk140680445][bookmark: _Hlk140680446][bookmark: _Hlk140680447][bookmark: _Hlk140680448][bookmark: _Hlk140680450][bookmark: _Hlk140680451][bookmark: _Hlk140680455][bookmark: _Hlk140680456]


2) Opportunity Description
This is the main narrative description to appeal to potential volunteers. Describe everything relevant to a volunteer about the role: its purpose, what the volunteer will do, where, when, who with…
Start the description with a 50 – 90 word summary (500 chs with spaces) that will both draw the volunteer in and be used in the monthly Bulletin.


3) Benefits and perks
Mention anything from a free lunch to work experience to satisfaction of contributing to society




4) Skills required
Include skills, experience, knowledge, personal qualities.  This is an opportunity to mention if a DBS check is required.




5) The category that best describes this opportunity
Select one of the following (it can be supplemented via the tags later)

· Administration & Customer Service 
· Advice, information and support 
· Animals 
· Art, design and culture 
· Befriending, buddying and mentoring 
· Catering & Food 
· Children, Young people, Families
· Counselling
· Driving 
· Environmental / Gardening / Conservation
· Event Support 
· Finance , Accountancy, Funding bids
· Fundraising 
· Health & Care 
· IT, technology and websites 
· Older People 
· Practical work & DIY 
· Retail & charity shops 
· Teaching / training / education
· Trustees, Governance, Leadership 


6) Search tags
Choose or create additional words that are specific to the role 
eg. The days &/or times it takes place; the age limits of volunteers; outdoor/indoor; types of people supported








7) Chose your opportunity image
Upload an image (ideally 1200 X 300 pixels) that illustrates the opportunity



8) Select opportunity badges
These also flag up particular selling points of your role. At VAS we will continue to add badges that will help volunteer find the best role for them.  Choose any that correspond with your role.



9) Where is your opportunity based?
Either:
· A specific location
· Various places in Sheffield
· Home based or remotely



10) Do volunteers need to apply first?
Yes – means you will be vetting them somehow before accepting
No - means they can potentially simply turn up at an event/opportunity



11) Ask for experience?
Yes – means that anyone showing interest has to immediately give examples of experience.
No - means they are not asked for experience at the stage of applying via the website – but may be asked for it at a later stage.


12) Send a customised email when joining this opportunity?
This is your opportunity to create a “welcome on board” email with any additional info about the role or how to apply.  Draft it here:




13) Opportunity restrictions
Where you determine the restrictions of:
· Minimum & maximum age
· Gender
· Maximum sessions
· Whether the volunteer must be linked to you to join or can just turn up


14) Expenses
Are expenses payable?
(NB. if you have paid staff, VAS expect expenses to be reimbursed)
If yes – you can specify what expenses and any limits:








15) Promoting and sharing
Hide opportunity from search results and make secret?
This prevents the opportunity from appearing live on the website but you can still publicise to people independently.  If you want of postpone the advertising of the role you can do so by clicking Yes.  The role will then be authorised but not appear on the site.  You can later make it appear at any time by changing this to No.


Is the opportunity accessible?
Yes – anyone can do it
No – not accessible to people with movement aids (other accessibility issues not covered and could be referenced within the role description)


Is the opportunity part of a larger event?
Ie something with other linked roles that you’ve created



16) Opportunity documents
Where you can upload eg a map



17) Post opportunity options
Where you can upload more files or links to surveys



18) Opportunity times and sessions
Individual sessions
This provides the foundation of you using the system to rota vols.  The days, times, frequency you specify will all appear on the website as slots volunteers can sign up to.  You can also determine the maximum number of vols and length of advertising period.



Flexible
Here you specify the earliest date the volunteer can start and the maximum vols. You then organise rotas etc outside the system.


19) Create opportunity
Pressing this button will upload the opportunity to the system and send it to VAS for approval.  You’ll receive any email confirming this has happened and later an email to say it has been approved or denied.

If approved – this is your first opportunity to see what the role looks like on line.  It is advisable to follow the link provided to look at it, with a view to editing anything you don’t like by going into your own dashboard.

NB edits do not go back to VAS for further approval 
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