New Class Coordinator

Washington County Master Gardeners
Advisor:  Executive Board and Previous New Class Coordinator


Directly responsible to:  Executive Board and Metro Coordinator

Purpose:  Coordinate Washington County annual Master Gardener training 

Benefits of the position:  Work with new Master Gardeners, Master Gardeners from other chapters, and OSU Extension Agents and educators 

Major duties:


· Prepare for and facilitate new class training representing Washington County MGs; weekly training occurs annually from January through March. 

· Recruit and schedule a team of people for the following duties:  facility set-up and take-down, hospitality and refreshments, assisting speakers/trainers

· Serve on the Chapter Relations Committee

· Maintain and update site-specific class operations manual 

· Assist new class to select a Washington County representative to serve as an Ex-Officio member of the Executive Board

· Facilitate new class training by coordinating team chairs for facility set-up/take-down, kitchen/refreshments  

· Meet class speakers and make sure they have everything they need to conduct their class sessions

· Handle the communications functions for the class:  open and close class sessions, make announcements, make sure schedules/agendas are met.

· Submit annual report to Recording Secretary at December board meeting following the training year 

· Assist the Chapter Relations Committee prepare/present its annual budget

Skills needed:  Organizational, communication, telephone and problem solving

Term:
One year  

Training:  Completion of Oregon Master Gardening training

Support  (Chapter and or Extension Office privileges):  The Executive Board and METRO Coordinator are available to help with any problems that the new class coordinator brings to them. 
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