
JMSU Volunteering Guide  

To recognise and celebrate the achievements of our committee members, volunteers, and 

groups, we provide many opportunities for our members to be recognised.  

Logging your hours with JMSU Volunteering allows us to say thank you for all the hard work 

you’ve done and accredit you with our fantastic Volunteering Awards. Your Volunteer 

Award(s) will be presented at our annual SU Awards or can be requested to be collected at 

our JMSU Reception.  

 

We have 3 awards that you can work towards, and you can start in just a few easy steps: 

Bronze (50 Hours) 

Silver (100 Hours) 

Gold (150+ Hours) 

 

Please note that our Volunteer Awards can be contributed towards between 1st August and 

31st July. 

 

How to register? 

Step 1: Your Profile 

Go on JMSU website and register as a student using your normal University log-in details. Once you 

have signed into the website you will need to navigate to your volunteering profile. This is accessed 

by hovering over your name in the top right-hand corner and selecting ‘Your Account/Profile’. 

Step 2: Register as a volunteer 

a) Go to https://www.jmsu.co.uk/volunteering and click on register as a volunteer. Click on Step 1 

and fill out the Volunteer enrolment form with your personal data and Next of Kin contact 

details. 
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b) Fill out the next 6 steps. This information can be edited anytime in your Volunteering Profile. 

 

Please take your time to fill in this information. We are collecting it so that we know what you 

want from your volunteering experience and how to improve the JMSU Volunteering service for 

you. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

c) For the ‘Skills I Have’ section please click ‘Add evidence’ and attach evidence of the skills that 

you have. Organisations that you apply to will be able to see these skills reflections. 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

d) Fill in your availability. 

 

 

 

 

 

 

 

 

 

 

 

e) Fill in your personal statement. Please be specific if there is a particular type of volunteering that 

you would like to do. 

 

Don’t forget to add supporting 

evidence to grab the attention 

of the Volunteering 

Organisation. Upload any files 

that you have that support 

your example. This could be a 

picture, video, or document. 

 



Step 3: Apply for a Volunteering Opportunity 

Next go to the Volunteering Opportunities page at www.jmsu.co.uk/volunteering-opportunities and 

browse for a volunteering role. 

You can search according to your interests, availability, skills you have, skills you want, and the dates 

of the opportunity. ( Please note that some opportunities will only appear when you are logged into 

the site). 

 

Once you have found an opportunity you are interested in, click on the Apply button. 

 

You will then get confirmation on the webpage:- 

 

Step 4: Wait for contact from the volunteering organisation 

The volunteering organisation or SU department will get in touch with you about the next steps for 

your application. They might need you to register through their website or may invite you to 

interview. 

 

 

 

 

 

 

 

 

 

http://www.jmsu.co.uk/volunteering-opportunities


How to log your hours? 

Once you have been approved on our system, it is super simple to start logging your hours. If you 

have any worries or questions, we are here to help, contact us at jmsuvolunteering@ljmu.ac.uk. 

Step 1: Log onto JMSU website 

Step 2: Click on your account profile. This is accessed by hovering over your name in the top right-

hand corner and selecting ‘Your Account/Profile’. 

Step 3: Click on ‘My Volunteering’ on the left-hand side. 

 

Step 4: Click on Timesheet on the left-hand side. 

 

Step 5: Click on ‘Add Timesheet’. 
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Step 6: Choose your opportunity, from the drop down menu. 

 

Step 7: Input, the date of your volunteering and the hours spend. Log the number of hours you did, 

and briefly describe what you did during that time. 

 

Step 8: Add notes about your role. We would like to know what you are logging hours for. You can 

add a description in the notes box. If you are in a society, please write your society in here! 

 

Step 9: Select skills you have gained. You must select a skill; you then have a section where you 

need to write how you learned this skill. This can be as long or as short as you like. 

 



 

You can manage your timesheets in the Timesheets section:- 

 

Wait for your hours to be approved. Once you have submitted this form, the opportunity provider or 

Volunteering Service will approve your hours. You will receive the following email if approved or 

declined. 

 

Your timesheet will then be updated on your profile below. 

 

If you have any worries or questions, we are here to help, contact us at 

jmsuvolunteering@ljmu.ac.uk. 
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