FOREST CREEK WOMAN’S CLUB

BOARD MEMBER JOB DESCRIPTION

HOSPITALITY COORDINATOR:

(GENERAL MEETING REFRESHMENT)

1. She shall have the option to attend board meetings and general meetings or give the information to the Vice President of her team to report.


2. She shall arrange and coordinate with the Programs Vice President, refreshments for all monthly general meetings.


3. She shall be responsible for securing volunteers for refreshments by passing a sign-up sheet at the general meetings or by telephone canvassing.  

(Reminders should be given by e-mail or phone calls prior to the next general     

meeting)


4. She shall arrive early prior to the start of each general meeting to assist hostess with set-up of refreshments.


5. She shall be responsible for helping clean up after the meetings.


6. She shall be responsible for writing thank you notices in the newsletter to those members providing refreshments.


7. She shall operate within the board-approved budget.  She shall obtain board approval for any additional monies needed.

8. She shall have an email address and be able to correspond via email.

9. She shall have basic computer skills, and be able to navigate the FCWC website and obtain information and print from the FCWC website as well.
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