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Introduction 

One of the main purposes of Chevening Connect is to facilitate productive professional 

and personal networking among Cheveners. Part of this might be through events, 

sharing of opportunities among the community, or creating smaller groups for 

specialised networking. 

 

This guide is intended to help you navigate the more complex functions on Chevening 

Connect to help you get the most out of the platform. Chevening Connect is a place 

where you have access to a growing base of Cheveners and with these functions, you 

can network with the Chevening Community in the most effective and rewarding way.  
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What can you do on Chevening Connect? 

Events 

• Promote events that you are running to the Chevening Community  

• Invite specific people to your events 

• Take registrations for the event 

• Find events you want to go to and register to attend 

Jobs and Opportunities  

• Post job vacancies you want to advertise to other Cheveners 

• Apply for jobs you see advertised on the platform 

• Post details of volunteering, fellowship, academic, and other opportunities you 

want to share 

• Find out more about and get involved in volunteering, fellowship, academic, and 

other opportunities you see on the platform  

Groups 

• Join a smaller network within the larger platform. You could say it is the 

Chevening Connect version of a LinkedIn or Facebook group. 

• Connect with people in a certain geographical space or within a certain sector or 

professional interest area.  

• Easily find Cheveners with a particular interest. 

• Add events, photos and opportunities for a specific group. 

• Engage in specialised discussion with experts in a field.  

Pages 

• Keep up to date with the activities of an Alumni Association. 

• Follow a specific network of people. 
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Part A – Events 

Creating an event 

1. Log in to Chevening Connect and go to the Events tab.  

 

2. Click on ‘Create an event now!’ and complete all fields in the form to create your 

event:  

Click here to 
change the time 
zone from UTC 
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Tips  

 Event name: Try to think of something which explains what the event is and will 

attract people who would want to attend. 

 Date and time of event: You will need to complete the date in the formula 

Month/Day/Year. The time is set to default at UTC (Coordinated Universal Time 

or GMT as commonly known). Remember to change it to the time zone for your 

location.  

 Who to invite? - Although your event will be displayed on the homepage of 

Chevening Connect for everyone to see, you can send direct invites to specific 

users based on the criteria in the Who’s Invited?’ section. 

 Direct invitations: If there are specific people you want to invite, use the box 

‘Invite people by name’ to do so. Just start typing the name of the person you 

want to invite and s/he will pop up in the box.  An email will be sent to every 

person you invite, whether chosen through the filters, or by entering individual 

names in a direct invitation. 

 External event link: You can add a link to an external page where users can get 

more information about the event, or register, if you choose not to take 

registrations through Chevening Connect. 

 When you are creating your event, you have an option to upload a photo or use 

the generic ones available within the site. Your photo is key! Even when using a 

generic one, pick a photo that reflects your event and what it’s all about.  

o Note: To use a generic photo, click on the words ‘generic images’ on the 

create event page.  

 Invite as many relevant people as possible! For example, if your event is being 

held in a particular city (or country) invite all alumni with current location listed as 

that city/country. The more people who know about your event, the more sign-

ups you will get.  
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Example 

A conference discussing sustainable farming in Denmark on 25 November 2017. 

See what the event form might look like on the next page.  
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This means that 
invitations are sent 
to alumni who live 
in Denmark and 
have studied one of 
these subjects and 
work in one of 
these industries. If 
you want to be 
more general, 
select lots of 
options in one 
category.  

Please note: 
The Chevening 
Secretariat 
account would 
also be invited, 
even though 
they do not fulfil 
the other criteria 

   
  

Time zone 
is set to 
UTC+1 to 
fit the time 
zone in 
Denmark  

Title gives clear 
explanation of 
what the event 
is 

Get people 
excited about 
your event – why 
should they 
come? 

Choose an eye-
catching picture  
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Registration for an event 

1. Clicking on the event will give users more information about it, and also who is going. 

  

 

2.  For users interested in going to an event, or responding to an invitation to an event, 

you can choose what to do by clicking Join, Maybe, or Decline. A notification will then 

go to the event organiser, and your page view of the event will change to show your 

attendance status. 
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3. If you are the event organiser, you will be able to download a list of attendees through 

the button below, found next to the images of ‘Who’s going?’ This button will only be 

visible to event organisers. 

 Part B – Jobs and Opportunities board 

What is this section for? 

This is an area to post and view jobs and other opportunities that users want to share 

with the rest of the Chevening community.  

 

Other opportunities include: 

• Other scholarships or fellowships 

• Academic research 

• Internships 

• Volunteering 

• Speaking opportunities 

• Anything else that is not a job, but that can be advertised for people to apply to 

and participate in 

Searching for jobs and opportunities 

1. Log into Chevening Connect and click on the Jobs tab. 

 

 

2. To filter the listings, use the Find job opportunities search box shown below to 

identify listings you might be interested in. Search by type (job or opportunity), by 

location, or by keyword.   
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Creating a listing 

1. Click on the Post a new job button in the box to the right of the screen. 

 

2. On the next screen, complete the form with details of your listing. You must include 

the Organisation, the position and a description of the job. You do not have to fill in 

the other fields. 

 

2 

3 

4 

5 
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3. Click the Post button when you finish to make the listing live. If you need to change 

anything, you can Edit the listing at any time, or Delete it if the position is filled early. 

Please note that you can only see the Edit and Delete buttons for listings you have made. 

For all other listings, you will see an ‘Apply’ button on opening the Jobs tab. 

 

 

 

4. If you have multiple job posts you can ‘Update your job posts’. 

  

Here you can see every job post you have ever made, delete job posts or repost a 
previous opportunity which has become available again.  

 

Tips  

• If your advert is for a job/opportunity that is global (for example can be done 

online from home), ignore the Country field and other location details.  

 

• Your ‘job description’ should not be too long but should give enough detail to 

interest people. You can use the ‘upload pdf’ function to attach an important 

document, or direct people to ‘see company website’ and then complete the 

company website details in the form. 

 Applying for a position 

When you see a role you are interested in, click ‘more’ to see additional information 

about the job/opportunity. 
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If you are interested, hit the Apply button. You will then either be directed to an external 

organisation page, or a message box will pop up for you to submit an application by 

email and to attach a CV/resume to it.  

 

Part C – Groups and Pages 

Group or page? 

What’s the difference? 

Both groups and pages are mini networking sites to enable more targeted collaboration 

and discussion within the Chevening Community.  

Groups are like mini versions of Chevening Connect, with all the same functions but a 

smaller audience. They encourage direct collaboration and conversation.  

Pages are more like a personal Chevening Connect account with the possibility of more 

than one user. If you follow a page, it’s like following an individual: you can receive 

notifications about updates the page makes. Differently than a group, there is no 

posting on a page, it acts as a facilitator between people. We are phasing out pages by 

mid-2018 and are shifting our focus to groups. 

Both pages and groups come under the ‘Groups’ tab  

  

Then select groups or pages.  
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Should I connect with a page or a group? 

Group Page 

I want to be able to post questions, 
comments and photos to a specific group 
of Cheveners 

I want to know about the activities of an 
Alumni Association 

I want to see events which are specifically 
for Cheveners in one sector 

I want to be able to message the 
administrator of a network of people 

I want to receive messages targeted 
towards people in a field I’m interested in   

I want to see how a particular network 
interacts with the wider Chevening 
Community 

Becoming part of a group or a page 

Joining a group 

 

These are the groups currently on Chevening Connect:  
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Click on a group’s icon to find out more about it. You will be taken to a page like this: 

 

The ‘Description’ will explain who the group is for and what its purpose is. If you think 
this group is for you and you would like to join, click ‘Join Group’ 

Following a page 

Search for a page name or browse pages you might be interested in. 
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Once you find the page you want, click its icon to see the page summary. 

Follow a page to receive notifications of its updates. 

 

The group or page I want does not exist 

 

A new group 

At the moment, only Chevening Connect administrators can create a group. If you wish 

to create a group and believe that there is demand for this group amongst other 

Cheveners, please contact alumni@chevening.org. If we can see the demand for the 

group, we will set one up for you. We can also make you an administrator of the group.  

 

 

mailto:alumni@chevening.org
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A new page 

Once in the ‘Pages’ tab, click on ‘Create a new page’. 

 

The next page will look like this: 

Enter the page name, add a page logo/photo - you can use a picture from an event, or 

some other related images. The ‘page website’ box is where you can share your group’s 

details or some other website. Don’t forget to add a short page description. Once 

completed, click the Submit button to create the page. Once you have clicked submit, 

your page details will be sent to the Chevening Admin for approval. We aim to respond 

within five working days.  

 

Managing your group  

If you are made a group admin, you have a responsibility to keep the group running as 
intended 
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1. Moderate group posts 

If you think there is a post which violates the purpose of your group, you can ‘Delete 
thread’. 

 

This will delete any comments and on the post, as well as the post itself. 

 

2. Manage group members 

As a group admin  you may need to approve member requests to your group. 

Click on ‘Admin’ and it will show any users wishing to join the group. 

 

If there are lots of requests which you want to approve, you can click ‘All’ and then 
‘Approved’ to approve them all at once. 
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3. Add group members automatically 

You can change the settings so that when anyone joins Chevening Connect with specific 
characteristics, they will be added to your group.  

Click on ‘Settings’. 

 

You will see this page: 

 

For instance, for a Human Rights group you could ensure that everyone who has 
‘Human Rights’ as their industry, becomes a member of the group. 

 

4. Change group privacy settings 

Click on ‘Settings’. 
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Scroll down to ‘Group Privacy’. 

 

5. Delete group 

Click on ‘Settings’. 

Scroll down to ‘Delete group’. 

 

If you decide to delete a group, this is permanent. You will not be able to make the same 
group again and will have to contact the alumni team. 

 

6. Message group members 

Click on ‘Message’. 

 

You can message all group members or group members in certain categories. 

Open: Anyone with a Chevening Connect account 
can join the group and see group posts. They can 
also interact with posts through comments and 
likes. Events, photos and group members are also 
open for all members of Chevening Connect to see. 

Closed: Nothing is available to see for Chevening 
Connect users who are not a member of the group. 
Users must wait for their membership request to be 
approved (by group admins) to see group activity.  
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This will send a message into the Chevening Connect inbox of everyone in the group 

who you have selected. If they have notifications turned on, they will also receive an 

email with this message. 

We are willing to create temporary groups, for example to facilitate project 

collaboration for a defined period of time, as well as permanent groups. Please get in 

touch with your request. 

User type: Do 
you want to 
specifically 
message scholars 

   

Willing to help: 
Are you looking 
for people to 
help you in a 
project? Selected 
those willing to 
help with what 
you need. 

Chevening: 
Message group 
members 
studying a 
specific subject, 
at a specific 
institution 
and/or in a 
specific year. 
You can also use 
this to contact 
people from the 
same country of 
origin. 

Location: Reach 
only group 
members in a 
particular 
country, or even 
state or city.  
Great for 
reaching people 
close by for a 
meet up! 

Message: Type 
your message 
here. 
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Managing your page 

Managing a page is different to managing a group. You can make updates, comment on 

updates, and add photos and events to the Chevening Connect platform as the page. 

However, discussion does not take place on the page itself. 

1.  Posting as a page 

If you are a page administrator, when you log into your own profile you will see all the 

pages you manage next to your profile picture.  

 By hovering onto the box shown next to your name, you 

can switch between your own profile and the pages you 

manage.  

Once you have switched to a page, all of your posts will be 

made as the page.  

You can switch back at any time by hovering over the box next to your name and 

choosing your profile. 

 

2. Updating a page 

Click on the ‘Update page’ button at the top of the screen. 
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What can you update? 

 

  

 

 

 

 

Page name: For example, 
‘Chevening lawyers’ or 
‘Climate change specialists’ or 
‘Chevening alumni in XX 
country’. 

Page description: 
This is where you can 
give a description 
about the page and 
what it covers. 

Contact and social - A chance to add 

contact information and information from 

other online sources where this group 

connects with each other, for example 

 

 

Delete page: Should you choose to 
permanently delete the page. Please note 
that all pages once deleted cannot be 
recovered. 

Page 
photo - 
you can 
use a 
picture 
from an 
event, or 
some other 
related 
images. 

 

Email settings: 
You can change 
the email 
notifications 
settings by 
ticking or 
unticking the 
boxes. 

Page admins: As 
pages can be co-
managed, you can 
add other alumni if 
they are on 
Chevening Connect, 
and share your 
administrator rights 
with them. 
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NB: Make sure that you click the individual ‘Update’ button next to the item you are 

updating each time you are finished. If you do not click each individual update, changes 

will not be registered. 

 

Engaging with a group 

Groups are like mini Chevening Connect platforms and have similar functions on a 
smaller scale. 

1. Updates  

 To see the posts people are making on a group, go to the group homepage and click 

‘Updates’ 
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This will display an updates page similar to the ‘Updates’ section of Chevening Connect 

but for people in that group only. You can engage with people in the same way as the 

‘Updates’ page, by liking or replying.  

 

 

You can also post your own updates if you have a question, comment or idea you would 

like to share with the group. If you post an update, it will show on the main ‘Updates’ 

page of Chevening Connect but is only visible to members of the relevant group.  

 

2. Events 

To see group specific events, click on the ‘Events’ tab at the top of the group page. 

 

If you would like to create an event that will invite people in this group, please click 
‘Create an Event now!’  
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Then complete the event details as explained in the Part A – Events section of this 
Guide. 

When you post this event it will automatically email all members of the group with 
invitations. It will also show up on the ‘Updates’ section of Chevening Connect, but only 
to members of the group where the event was posted. 

 

3. Album 

To see the photos shared in the group, click on ‘Album’.  

 

If you have group specific photos you can ‘Add Album’ within the group. This could be 
photos of group meetings or activities, or something relevant to group discussion. 
Photos posted to a group are only visible on that group platform. 

 

4. Members 

 

 

This gives you a mini directory of Chevening Connect members of this group. 

You can search for a specific person or someone who works in a specific company.  

You can also see how has joined the group most recently as well as ordering members 
alphabetically.  
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If you think you know other Cheveners who might be interested in this group, you can 
add them by clicking into the ‘Add members’ box and typing someone’s name.  

Dos and don’ts of groups and pages 

Do 

 Find other alumni and scholars who are interested in your group or page before 

getting started. 

 Use this functionality to help build defined networks. 

 Check that a particular group/page does not already exist before you begin start 

a new one. 

 Keep your group/page updated to encourage others to join. 

 Keep in mind the Chevening social media policy when managing your Chevening 

Connect group/page. 

Don’t 

 Use groups/pages to advertise or promote your own personal interests – this is 

about collaboration. 

 Forget to check in regularly. 

http://www.chevening.org/scholars/social-media-guidelines
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