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your 
Nonprofit 
Profile 

This booklet includes: 

 Creating your organisation’s profile on VOLUNTEER.bm 

 Adding volunteer activities 
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Creating your Nonprofit Profile 

As a member of The Centre on Philanthropy, you are able to create a profile for your nonprofit or charitable 
organisation in order to recruit and manage your volunteers. 

 
Step 1: Getting Started 
 
Go to www.VOLUNTEER.bm and click on ‘Register now’ under “Organisations” 
 

 

http://www.volunteer.bm/
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Tip: You will receive an email confirmation once your Community Hub Agency Account has been created 
successfully that will include your username and password you selected for your records. 
 
 
 
 
 
 

 

Provide all the necessary details (indicated by *) 

and select ‘Sign Up’. 

Ensure that you complete all the information for your 
organisation, including: 

 Organisation information 

 Communities served 

 Organisation classifications: consider which 
categories best describe what your organisation 
does 

 Personal information: provide the contact details 
of the administrator of nonprofit profile 
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Step 2: Login  
 
Once completed, select the link ‘www.admin.volunteer2.com’ to visit the administrator website to enter your 
username and password. 

 

 
 

Step 3: Configuration 
 
Under “Configuration” select ‘Organisational Settings’ where you can modify the administrator’s profile, 
organisation contact information, classifications and communities, which you added when you created your 
profile. 
 

 
 

Make a note of the website as this is the 

website you will log on to maintain your 

profile. Save it as a favourite or bookmark the 

page.  

http://www.admin.volunteer2.com/
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Signup Settings: Application Form 1 - allows you to create a short message which is sent to volunteers when 
they first sign up for your organisation. 
 

 
 
 
 
 
 
 

Tip: When composing your welcome message to 

new volunteers you are able to ‘Insert name 

field’ after your greeting – this feature enables 

you to create a more personal message with 

each recipient’s name. 

Tip: Your Mission Statement should 

convey why your organisation exists 

and should be a consistent branding 

tool used on your website and other 

marketing collaterals that reflects 

what your organisation aims to 

achieve. You want to have a brief yet 

clearly defined mission statement 

that is inspiring to donors, staff 

members, volunteers, and your other 

community stakeholders. Don’t 

forget to save!! 
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Links for your Website (under “Configuration”) - allows you to create a URL address which you can cut and 

paste (everything between the speech marks – your web administrator will know what to do) as a link for your 

website which will direct volunteer users immediately to your organisation’s page on VOLUNTEER.bm. This 

means you do not have to duplicate volunteer opportunities on your website – simply direct potential 

volunteers to your volunteer activities on VOLUNTEER.bm. 

 

 

Check out how Bermuda Cancer and Health Centre uses the link to its website in 

order to direct prospective volunteers to sign up directly on VOLUNTEER.bm: 

http://www.cancer.bm/get-involved/become-a-volunteer 

 

You can also select to have this URL link on your 

activity page on VOLUNTEER.bm or included on 

your Sign Up Form when new volunteers are 

reviewing opportunities to be involved with your 

organisation 

From this query you will obtain all 

the people with administrative 

access to your organisation’s profile. 

You are also able to select which 

administrators receive email 

notifications of new volunteers and 

who would like to be listed as 

contacts for volunteer applicants 

and existing volunteers on your 

organisation’s profile via 

VOLUNTEER.bm.  

 

In order to search for the 

administrator(s)’s profile select 

‘Search’ under “People”, then tick 

off “Admin Level” and select 

‘Search’. 

http://www.cancer.bm/get-involved/become-a-volunteer
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On your “Welcome” page you can select to have “News” displayed to your volunteers when they log on to their 
VOLUNTEER.bm profile. In order to edit your “Current Message to Volunteers”, simply hold your mouse over the 
title and select ‘Edit’, then be sure to ‘Save’. Similarly, you can delete anything by clicking on ‘Delete’. 
 

 
 
Step 4: Activities (volunteer opportunities) 
 
Add Category - this section only applies if you have many volunteer opportunities – it allows for more efficient 
volunteer recruitment and management. We recommend you do this first on a separate piece of paper. 
 

Category Activity 
Administration Reception 

Volunteer Coordinator 

Website maintenance 
Fundraising Tag Day Taggers 

Raffle Ticket Sales 

Grant writer 
Committees Board of Directors 

Fundraising committee 

Marketing committee 

      

Here are some examples of groupings of volunteer 

activities into specific categories 

Select New Activity Category 
 

Tip: Text can include news and 

information as well as links to 

other websites and/or documents.  
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Add Activity - we recommend that you prepare a ‘job description’ for each volunteer position in advance. Make 
sure that it describes exactly what you would like the volunteer to do. 

 
Select “Activities”, “Manage Activities”, and then ‘New Activity’. Input an Activity name and select the 
appropriate Category from the pull-down menu which contains the categories you’ve added (if you have not 
added any categories leave this blank). Enter the number of volunteers you wish to recruit for the activity. 

 

 

 

Create a category name and provide a short 

description of the category (note that the 

description is not visible to the Volunteer) 

Tip: Use the information you have prepared about the ‘job 

description’ to complete the ‘Description – pre-assigned’. 

Try to highlight fun and exciting aspects to the role to 

entice potential volunteers. 

Select New Activity  
 

Don’t forget to save! 
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Active Status - Once an activity has ended you can set the status to inactive. The activity will no longer be 
available to the Volunteer but all the data will be saved. 
 

 
 
Schedule - Select the appropriate schedule type and provide details of the activity’s schedule. 
 
NOTE THAT ONCE YOU APPLY ONE OF THE SCHEDULE CHOICES BELOW, IT CANNOT BE CHANGED. If this 
happens, you’ll have to add the activity from scratch. 

 
Here are some examples of application of the different schedules: 
 
Recurring schedule 

 
Disjointed schedule 
 

 
One Time 
 

 

This is great for annual events as you will avoid re-entering 

information – just make the activity active again and 

change the dates! 

Select how often the 

activity will occur (weekly 

or monthly), provide the 

relevant details for time 

and date, specify when 

the schedule starts and 

ends, and select ‘Add’ 

after creating each shift. 

For each shift provide the 

start and end time as 

appropriate for each date, 

then select ‘Add’. 

Provide the date for which 

the activity occurs along 

with the start and end time. 

Don’t forget to ‘Save’! 
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Seasonal Activity (Used when the activity occurs between two dates) 
 

 
 
No schedule (Applicable for general recruitment or activity occurs during volunteer’s own time) 
 
 

 
 
Visibility – allows you to select who you would like to be able to view the activity. 
 

 
 
Automation - your selection will determine the signup settings for volunteers. 

 

  

      
 

Provide the scheduled 

start and end date for the 

activity. 

 “Visible to public” signifies that anyone 

visiting volunteer.bm would be able to view 

the activity. Within “Visible to volunteers”, 

select the relevant volunteers you would like 

to be able to view the activity. 
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Classifications - there are four different classification categories – Activity, Suitability, Time Commitment and 
Duration. Select as many boxes as are relevant for this particular activity. 
 

 

 
 
When volunteers search for volunteer opportunities through VOLUNTEER.bm, their search will lead to your 
activities if their interests match your activity classifications. Select as many as possible so that you cast your net 
widely! 
 
 
Congratulations – you have successfully created your organisation’s profile on VOLUNTEER.bm! 
 
 
 

Don’t forget to save! 


