Coastal Quilters Guild of Santa Barbara and Goleta, Inc.

Workshop Coordinator
Position Outline:

· Handle sign-ups
· Set-up workshop space

· Monitor workshop

Position Detail:

1. Sign-ups

a. Registration for a workshop may be made at the General meeting three months prior to the workshop date.  Openings for workshops will be on a first come, first serve basis.  Any additional sign-ups will be placed on a waiting list.

b. At the General Meeting, set up a table with sign-up sheets for the next three programs and samples of the workshop projects along with a supply list for each workshop.

i. Table should be set-up no later than 6:30 pm.

ii. Sit at the table before the meeting, during break, and at the end of the meeting.
iii. Workshops are $40. ($45 for non-members). Checks are made payable to ‘Coastal Quilters Guild’.
iv. Attendees should not be signed up unless payment is received at the time of sign-up.  Members may mail you a check and they would then be signed up.
v. NO refunds will be given.  If a member needs to cancel, it is up to them to find a substitute to take their place.

c. One month before the workshop, if there are still openings, contact the Newsletter chair to email local guilds so that non-members may sign up for the workshop.  

d. Two or three days prior to the workshop, phone or email a reminder to those that have signed up for the workshop.

e. Sign-up sheets will be filed in the Workshop Coordinator notebook for statistics.

2. Supply List

a. Print a few copies of the supply list for the sign-up table. When needed prepare a handout, or electronic notice that includes:
i. Name of workshop and leader, date, time, location, and driving directions to the workshop (usually held at Goleta Valley Community Center 5679 Hollister in Goleta, Rooms 1 & 2).
ii. Supply list

iii. Beverages  may be provided.  
iv. Lunch break: 11:30 AM to 12:00.  Bring a lunch, buy it and eat out or return and eat in the room. Bring a snack to share.
v. Bring a cushion
vi. Contact name and telephone number
3. Workshop Space


a. Arrive at location to open the room between 8:00 and 8:15 am.

b. Place ‘Coastal Quilters’ signs on the doors

c. Name tags should be made up ahead of time using a large font.  Place name tags on a table near the door.
d. Tables should already be arranged according to the floor plan which the Center has on file.  Set-up can be re-arranged as necessary.

e. Plug in power supply cords and place one at the top of each table.  Each will supply power for up to four sewing machines.

f. Place a small bucket (in supply box) on each table for scraps

g. Place the tablecloth on the snack table.  Set out coffee, tea, sugar, paper plates, hot water pot, cups, napkins, water bottles and snacks.
h. Place ironing cover on ironing table which should be placed between the two rooms.  A maximum of five irons can be plugged in and only two in one socket at the far side of the room. Use risers for the ironing table.
i. Assist speaker with set-up

j. Verify if the speaker has made plans for lunch.  Accompany her or get lunch for her if necessary.
k. Contact the secretary at the Goleta Valley Community Center to reserve the rooms for the workshops.  

4. Workshops
a. Workshops begin at 9:00 am.  Welcome attendees and introduce the speaker.  Show everyone where the restrooms are located and remind them of the lunch break times.
b. Be available during the workshop for any issues that arise.

c. At 3:30 pm, announce that it is time to clean up.  We have the room until 4:00 pm.

5. Guild Contacts
a. Speaker Liaison– at the General Meeting, provide with a sample and sign-up information to announce the upcoming workshops.

b. Treasurer - Checks and cash received should be given to the Treasurer at the end of the meeting.  Any checks received by mail will be held until the next meeting.  The Treasurer will pay the Goleta Valley Community Center for the workshop space.  Other expenses for the workshop may be submitted for reimbursement (coffee, paper goods, etc.).

6. Special Notes

a. If a member hosts the speaker, the member will receive a certificate for a free workshop good for one year.

b. The Workshop Coordinator, assistant, and Speaker Liaison shall be able to attend the workshop free if it is not filled. (20 is considered a full class for this purpose).
c. Goleta Valley Community Center must be cancelled 48 hours before the scheduled date without any charge. If a small number of participants are signed up for a workshop, one of the rooms may be cancelled 48 hours before to save the cost of one room.  This will be determined by the President, Speaker Liaison, and Workshop Coordinator.
 

Other job requirements:


Email/Internet access

Yes


Storage space


Three boxes of supplies

Approximate time spent
9-10 hours
Back-up for this position:
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