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Job Description: Horticulture Boutique Convener


To organize and oversee all production for the Boutique except Herbs and Horticulture

Term: 2 Years 
Note: The new convener will assume the position and assist the outgoing convener with the listed January duties. This will allow the incoming convener to become familiar with the materials and storage room facilities.
Reports to: The Board

Areas of Responsibility:

· To sit on the Board

· To submit a monthly report on boutique horticulture activities

· To assist the Boutique Convener in the planning and organization of the November Boutique Sale

· To keep  Storage room organized and free of clutter

· To prepare an annual report for the June General Meeting

· To be aware of, and work within, the budget set by the Board

· To keep records in a book holding all information to do with the Horticulture Boutique to be handed on to the next Studio Convener

Addendum:

Planning Stages:

Notes:
1. To use as much natural material as possible

2. To quality control all craftwork

3. To learn new skills and share expertise
· Conduct research – through books, magazine and culling Club members for craft ideas

· Decide which crafts to make

· Purchase and/or obtain all necessary materials for given project (keep in mind the amount of storage space allotted to Studio and plan accordingly

· Stay within the annual budget

· Arrange for tables to be set out each Monday as needed for projects to be completed 
(post the plan in the Resource Room at least three days in 


advance)

Convener Routine:

· Open the studio each Monday, fold back the doors and set out all needed materials and tools before members arrive

· Have attendance book out for each member to sign (this ensures that new members get credit for their attendance)

· Supervise the participants and ensure that help is available to produce quality work

· Ensure that the Studio is returned to pristine condition

· Ensure that the Studio and storage room doors are properly secured

 Inventory and Record Keeping:

· Keep an inventory of all items made, and price all items before storing them

· Organize all storage space for all items

· Solicit an assistant as mandated by the constitution to help keep track of all materials on hand and to keep records of what items sold well or did not sell, as well as a file of project instructions whenever available

· Solicit a studio treasurer as mandated by the constitution to supply the Club Treasurer with a monthly statement of finances and to ensure that all bills and credit card expenses are paid on time.  The Club will not pay for overdue charges
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