Instructions for Organisations with a Volunteer First account   [image: ]

Welcome to the Community First Volunteer Service – our website is www.volunteerfirst.co.uk  

1. If you are a new organisation you will need to register on the website before your opportunities can be added. https://www.volunteerfirst.co.uk/register-organisation/

2. Once on the website select the "login/Register" button at the top of the screen. Then choose “Register your Organisation” and follow the instructions.
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3. If you have already registered please login as an organisation (not volunteer)  You will need your email address and password which you used to register with us. 
4. Once you’re registered and logged in you’ll be able to add or edit opportunities and update your organisation profile as you wish.
	















	[image: ]



5. The opportunities wont be Active until they’ve been approved by the Volunteer Service team. This is done automatically through the website, you don’t need to inform us. Please allow 2 working days for this to show on the website. We’ll set the expiry date for 6 months to a year. If specific dates are required please drop us an email.

6.  If you wish any of your opportunities to be made INACTIVE please email us with the opportunity title . If you wish the opportunity to be removed/deleted completley please make this clear in your email.

7. [bookmark: _GoBack]The Volunteer Service team look forward to helping you find the volunteers you need. If you need any help or have any questions please email us at info@volunteerfirst.co.uk  
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Your Account Home > Your Account

Opportunities +
Update your Organisation Profile —

Organisation
Organisation *

Community First
Contact Name *
Helen Freeston
Address Line 1 *
‘The Tilmore Centre
Address Line 2

1 Tilmore Road

Town * County *
Petersfield ‘Hampshire
Postcode *
GU32 2HG
Telephone * Email *
0300 500 8085 volunteer@cfheh org uk .
ma| [ 5| © & 05[] W P2 N





image3.jpeg
o ®
!9 |.|nteer F|rst

IIIIIIIIII




