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Sporting Volunteers




Guide to Registering Opportunities 
Online

This guide will take you through the process of registering opportunities on the Sporting Volunteers Website. You need to be registered and have met the Sporting Volunteers Quality Standards prior to registering opportunities. See the relevant guide to Sporting Volunteers for more information. You can update your details at any time by clicking on ‘My club profile’ when logged in
First of all make sure you are clear on what you need volunteers for. This should include how many you need, when you need them and the main duties you want them to do. The more detail you have the better.
Go to www.northamptonshiresport.org 
On the left hand side click on ‘Sporting Volunteers’ 
Log in with your username and password
Click on ‘My Opportunities’
Click on ‘New Opportunity’

Volunteer Role Title: 
Put a descriptive title of the role here, e.g. Football coach (juniors) or Hockey website designer. Alternatively, where a title is not suitable or you want to be more creative, it can be effective to invite someone who can solve a problem. E.g. Fast growing Rugby club needs a new website or Caring people required to assist disabled athletes
How many volunteers are needed: 
This is the number of volunteers required for this particular role. 

Contact information: 
Please put as many details as possible of the person that will be responsible for this opportunity so that Northamptonshire Sport can contact you. This information is not available to volunteers browsing.

Opportunity details
Please list key tasks: 
Put as much detail about what the volunteer will be required to do. Remember that you are trying to sell the opportunity to the volunteer so make it as positive as possible.
Select the Type of Activity: 
Use the drop down menu to select the most appropriate activity type 
When is the volunteer needed: 
In this box put the days and times that the volunteer will be needed. If there is flexibility put this in. If there are no set times or the volunteer will need to work outside of the stated hours, put an estimate of the amount of time per week that the opportunity will take up.

Where is the volunteer required to go?

You must enter a postcode as the system orders opportunities and calculates distance between this postcode and the one the volunteer enters. If your venue does not have a post code please use one that is as nearby as possible. The Royal Mail Postcode Finder can be a useful resource and can be found at www.royalmail.com 
If you have multiple locations and they are some distance apart, you should create a separate opportunity for each location.
Skills: 
This section enables you to describe the skills or experience that the volunteer will need to be able to fulfil the role. Many people volunteer to practice their skills or demonstrate their ability. Whilst putting down requirements may seem to restrict the number of volunteers who apply for the opportunity, a well written skills profile will attract the right people to apply and ensure that the volunteer can do the job required. Skills may be specific qualifications such as a level 2 coach, or they may be more general skills like the ability to work in a team or communicate confidently with the public. If no specific skills are required, you should right that, so that the volunteer knows and is not left to their assumptions.
The tick boxes that follow allow you to inform the volunteer whether they will need the skills before applying or if they will be provided with training. Providing training is an excellent way to motivate volunteers as well as increasing the number of volunteers who can apply.
Additional Information
Subject to CRB clearance: 
If the volunteer will be working with children or vulnerable adults, or is in a position of trust such as a treasurer it is possible that they will need to complete a CRB disclosure. Advice on CRB clearance for volunteers can be found on the Volunteering England website, www.volunteering.org.uk in their good practice bank. Your child protection policy and risk assessments will also assist you in deciding whether the volunteer needs to complete a CRB disclosure.
Subject to satisfactory references: 
If the volunteer is going to be in a position of responsibility, especially if they will be working with children, it is worth asking for references. References can also be used to establish whether the volunteer has the right skills for the role. If you decide to ask for references, remember references do not need to be from employers. Often it is better to have someone who knows the volunteer in a personal context. When you get to the point of asking for references, bear in mind that not all volunteers will have been in recent employment or they may never have been asked for a reference before. Having to provide a reference can be off putting so let the volunteer know what the reference is for and the kinds of people that would be suitable.
Subject to qualification check: 
If you require specific qualifications such as for a coaching role then you should check the volunteers qualifications. Tick this box if that is the case.

Please specify any expenses that will be paid: If you are in the financial position to pay or contribute to the volunteer’s expenses then it is good practice to do so. By helping volunteers with their expenses you encourage a diverse range of volunteers to apply. For those on a low income, even small costs can affect their decision to volunteer. If you provide lunch or any other subsistence, it should be included in this section.

Please provide any additional information that is relevant to this role: If you have any other information that might attract a volunteer to apply not already covered by the previous questions it should be put here. This could include your website
For further support or to book onto the Sporting Volunteers workshop call the Sporting Volunteers Officer on 01604 236215 or email volunteer@northamptonshiresport.org 
www.northamptonshiresport.org/sporting-volunteers
