Hospitality Committee Chair

Washington County Master Gardeners
Advisor: Previous year’s chair
Directly responsible to: Chapter Relations Director and Executive Board
Purpose: Facilitate refreshments & room arrangements for Chapter meetings and other events as directed by the Executive Board
Major duties:
· Recruit Chapter members to assist with hospitality
· Serve on the Chapter Relations Committee
· Recruit volunteers to help set up/take down at monthly meetings, staff the volunteer information table, and bring snacks for upcoming meetings
· Arrive at 5:30 PM to set up, leave at 9:15 PM after clean-up
· Room is opened at 5:30 PM by Security; (ask Security if not open); room locked by Security after meeting
· Check if any supplies are needed for next meeting; make note
· Sit at greeting table, members & guests sign in. Hand out door prize tickets for the drawing
· After the meeting, wash coffee pot; clean up counters, tables, and sink; put everything back in cupboard.
· Assist Chapter Relations Committee prepare/present annual budget
· Submit annual report to Chapter Relations Director for November board meeting including attendance count for Chapter Meetings
· Coordinate supplies (coffee pots, etc) with Kitchen Coordinator for class
· Keep record of donations collected and money spent for supplies
Other duties: Buying supplies; obtaining door prizes; reminding volunteers of the Chapter meetings. At least two helpers are needed for set up because the tables are heavy.  Generally, the person in this position should enjoy facilitating social events for the benefit of the membership.
Skills needed: Enjoy people, organizational, communications Term: 1 year
Support:  Extension provides space for Hospitality use in meeting room area.
