
Volunteer
Role Profile

Toolkit



If you are a club looking to recruit volunteers, it is good practice to include a role description when advertising any 
opportunity. Potential volunteers may be put o� from joining a club because they are not sure what will be asked of 
them. Creating role profiles helps explain what is required. People can then decide if they have the availability, skills 
and interest to get involved. 

We have created a role profile template that you can use to advertise available roles at your club. We have also 
provided some guidance on how to complete each section in an engaging and accessible manner.

While specific roles and responsibilities will vary between each club, we have created a number of example profiles 
as a guide. We encourage you to use and adapt these for your own club activities.

When producing a volunteer role description, some key 
points to remember include:

• Keep it simple and to the point – try to be specific so 
people know what they are signing up to

• Emphasise the positives! What will the volunteer gain 
from joining your club and what impact will they have

• Be realistic! If the role requires a very high time 
commitment, is it possible to divide it into multiple roles 
to make it more appealing to prospective volunteers?

• Inclusion should be at the heart of your volunteer roles. 
For more advice on creating an inclusive and supportive 
club, please refer to the ECB EDI resources

Introduction
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These templates include:

▪ - Advice on creating a role profile

▪ - Role Profile Template

▪ - Guidance on safer recruitment

▪ - Example profile: Club Chair

▪ - Example profile: Coach

▪ - Example profile: Fundraising Officer

▪ - Example profile: Refreshments Assistant

▪ - Example profile: Safeguarding Officer

▪ - Example profile: Scorer

▪ - Example profile: Umpire

▪ - Example profile: Volunteer Coordinator

▪ - Volunteer Matrix
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Main Aim of the Role: Keep this brief and to the point 

Time commitment: Give an approximate idea whether this role requires low, medium or high 

commitment. Make sure you specify if there is flexibility or if the required 

commitment is open to negotiation 

Useful skills: Think about what is necessary, and what isn’t.  You don’t want to put 

volunteers off because you have put unattainable skills on the Role Profile! 

Support / training received: Here you can explain who the volunteer will work closest with and highlight 

any training or learning opportunities they will receive 

Tasks: Be as specific as possible here so people know what they are signing up to. 

If you can add estimates for how long each task will take and how 

frequently it will be done that also helps. 

Benefits of volunteering: Remind people of the many benefits of volunteering! We have given some 

ideas in the Example Role Profiles, but we suggest tailoring this list to your 

club’s specific offer 

How to apply: If possible at this stage, you should include details on what will be asked of 

applicants.  

Try to avoid giving volunteers too many hoops to jump through – you are 

likely to put people off if you ask them to write an entire cover letter. Ask 

yourself if this level of detail is really necessary, and whether you can find a 

more suitable way of finding out their interest/ commitment. 

If you are expecting multiple applications for a role – for example, Club 

Chair – it might be a good idea to have 3-4 set questions that everyone 

must answer. This creates a more level playing field to assess applications. 

Further information on Safer Recruitment practice can be found below. 

Join [insert club name here] as [insert job title here]

Insert club
logo here

Insert club inclusion statement here
This statement helps to demonstrate your club ethos and
encourage applications from new and diverse audiences



!

!

!
!

!"#$#%&'(#%)*'+,(#$%$#*-#%.$%#/.01(#$2%3'4*%5(46%
7"'4(8%.8.19%9"#%5':9#:9%9'%$4,9%;'4*%$1#5,+,5%$,94.9,':2%

!"#$%&#'()#$*&+,-./)0$12)-3)$/".3&2'$'()$456$7"2&.'))#$
8"2)$1#"%+2)$9&+,-./)$,"/&:).';$

!
!

!
!
<.,:%=,0%'+%9"#%&'(#>% !

!,0#%5'00,90#:9>% !

!

?$#+4(%$@,(($>% !

!

!

7411'*9%A%9*.,:,:B%
*#5#,-#8>%

!

!

!.$@$>% !

!

!

!

!

C#:#+,9$%'+%-'(4:9##*,:B>! !

!
!
!
!

D'E%9'%.11(;>% !

!

!

!
!
!
!
!
!

!"#$%!"#$%&'()*+,(#-.%(/%&%0(&'%!"#$%&'(12,('"'*%(/%&%0%

!
!

!"#$%&'()*+'
),-,'.$%$'

!

"#$%&'!()*+!,#()*$,-#!$'.'%/%#'!0%&%!
"#$#%!&&&!'()*!*"(+","-!+.!"/)0(!122134).+4+"-!0.5!+-!'166+44"5!41!5","(12+.$!0.!+.'()-+,"!'()*!".,+31.6".4#!

78!9"!'0.!60:"!0.;!3"0-1.0*("!05<)-46".4-!=!13!231,+5"!055+4+1.0(!13!*0':$31).5!+.813604+1.!=!!
41!-)22134!;1)3!022(+'04+1.>!2("0-"!("4!)-!:.19#!



Guidance on Volunteer Safer Recruitment 
The ECB is committed to providing a welcoming, child-friendly and safe 

environment for children. All volunteers should be aware of and sign up to 

the club’s child safeguarding policy and procedures, best practice 

guidelines and codes of conduct.  

The below information will help clubs to ensure when they recruit 

volunteers, they continue to do so using the principles of Safe Recruitment. 

By adopting the points outlined here you will be putting in place the 

current best practice to safeguard children.  

Meeting/Interviewing the 
Volunteer: 

It is highly recommended clubs meet with all individuals prior to 

recruitment decisions being made and that more than one club 

representative is present. The meeting/interview will enable the club to 

explore information provided in the expression of interest form.  

Questions to ask the applicant should be prepared in advance and ensure 

the applicant has an opportunity to recount previous experiences and give 

examples of how they have handled, or would handle, situations.  

Although it is important to gain information about an applicant’s relevant 

technical capabilities, it is also necessary to explore attitudes and 

commitment to child safeguarding. 

It’s also important to identify what support and training they require. 

Reference for Roles Involving 
Work with Children: 

Good practice for positions involving work with children is to seek at least 

two references from individuals not related to the applicant.  

One reference should be associated with the applicant’s place of work and, 

if possible, one that demonstrates the individual’s previous involvement in 

sport, particularly children’s cricket.  

Both references should contain a statement relating to the referee’s 

awareness of the responsibilities the post applied for requires. 

For a club this could be a simple as contacting a referee via the phone and 

then writing down the details.  

Any required qualifications should be substantiated, for example, obtain 

photocopies of coaching certificates. 

At this point, roles that are in regulated activity would require an ECB 

enhanced DBS check.  

Further information on the roles that require checks and how to do this is 

available via your county safeguarding officer or on the ECB website. 
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Role Filled? Y/N Who?
Committee
President Y Sarah
Chair Y Lewis
Vice-Chair Y Nikita
Treasurer Y Ray
Club Secretary N
Membership Secretary Y Fern
Safeguarding Officer Y John
Social Sec N
Marketing & Comms Sec N
Volunteer Coordinator N
Fundraising Officer Y Fern
EDI Lead Y John
Women and Girls Lead Beverley
Disability Lead Sarah
Sustainability Lead Y Trevor
Discipline Lead N
Parent Liaison Lead Y Janette

Clubhouse management
Cleaner Y Geoffery
Cleaner Y Lucy
Refreshments Assistant Y Fraser
Refreshments Assistant Y Jack M
Refreshments Assistant N

Squad Teams
Men's 1st Team Captain Y Jack M
Men's 1st Team Manager Y Ahmed
Men's 1st Team Coach Y Lewis
Women's 1st Team Captain Y Shanice
Women's 1st Team Manager Y Zoe
Women's 1st Team Coach Y Lewis
Girls' U-11 Team Captain Y Amal
Girls' U-11 Team Manager Y Zoe
Girls' U-11 Team Coach Y Trisha
Girls' U-11 Assistant Team Coach N
Boys' U-15 Team Captain Zach
Boys' U-15 Team Manager Jack B
Boys' U-15 Team Coach Lewis

Volunteer Roles

You can use this document to map the roles needed at your club and 
the volunteers who fill them. If a role is unfilled, the square will turn 

red.
If a volunteer does more than one role, their name will turn red.

Lots of volunteers will do multiple roles -- this is ok!
But it might be a good idea to ask them is they need an extra hand 

and always remember to show your thanks.
This template is available to use on the ecb resource hub
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Role Filled? Y/N Who?
Committee
President Y Sarah
Chair Y Lewis
Vice-Chair Y Nikita
Treasurer Y Ray
Club Secretary N
Membership Secretary Y Fern
Safeguarding Officer Y John
Social Sec N
Marketing & Comms Sec N
Volunteer Coordinator N
Fundraising Officer Y Fern
EDI Lead Y John
Women and Girls Lead Beverley
Disability Lead Sarah
Sustainability Lead Y Trevor
Discipline Lead N
Parent Liaison Lead Y Janette

Clubhouse management
Cleaner Y Geoffery
Cleaner Y Lucy
Refreshments Assistant Y Fraser
Refreshments Assistant Y Jack M
Refreshments Assistant N

Squad Teams
Men's 1st Team Captain Y Jack M
Men's 1st Team Manager Y Ahmed
Men's 1st Team Coach Y Lewis
Women's 1st Team Captain Y Shanice
Women's 1st Team Manager Y Zoe
Women's 1st Team Coach Y Lewis
Girls' U-11 Team Captain Y Amal
Girls' U-11 Team Manager Y Zoe
Girls' U-11 Team Coach Y Trisha
Girls' U-11 Assistant Team Coach N
Boys' U-15 Team Captain Zach
Boys' U-15 Team Manager Jack B
Boys' U-15 Team Coach Lewis

Volunteer Roles

You can use this document to map the roles needed at your club and 
the volunteers who fill them. If a role is unfilled, the square will turn 

red.
If a volunteer does more than one role, their name will turn red.

Lots of volunteers will do multiple roles -- this is ok! 
But it might be a good idea to ask them is they need an extra hand 

and always remember to show your thanks.
This template is available to use on the ecb resource hub

Boys' U-15 Assistant Team Coach

Matchday Team
Fixtures Secretary Y Jack M
Scorer Y Tina
Scorer Y Steven
Scorer N
Scorer N
Umpire N
Umpire N
Umpire N
Groundskeeper Y Lewis
Assistant Groundskeeper Y Charlie

National Programmes Team
Dynamos Activator Y Janette
Dynamos Activator Y David
Dynamos Activator Y Fiona
Dynamos Activator Y Amelia
Dynamos Parent Helper Y Molly
Dynamos Parent Helper Y Michael K
Dynamos Parent Helper N
Dynamos Parent Helper Y Sonali
Dynamos Parent Helper Y Amal
All Stars Activator Y Janette
All Stars Activator Y Steve
All Stars Activator Y Jack M
All Stars Parent Helper Y Michael K
All Stars Parent Helper Y Michael S
All Stars Parent Helper Y Harriet




