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Job Description: Social Convenor


To arrange for refreshments at the monthly General and Horticulture Meetings
Term: 2 Years 
Reports to: The Board on request
Areas of Responsibility:
· To strike a committee to organize and provide refreshments as decided by the Board for the following occasions:
· General Meetings

· Horticulture Meetings

· Members only biennial flower show

· Orientation day for new members

· Any other occasion that may arise e.g. GCO meeting

· To draw up a schedule with names assigned to organize specific meetings or events

· To purchase, or designate a member of the committee to purchase, supplies and submit expense sheets, with receipts attached, to the Club Treasurer on a monthly basis to be charged to Office Supplies
· To ensure that the team leader of the day has keys for the cupboards and is familiar with the general operation of the servery

· To record and apply the amount of money collected in the “Forgotten Nametags” basket to defray the cost of supplying the refreshments

· To address new members to provide savouries/fruit as per tradition and welcome donations by the membership at large for the Christmas Social
· To record the food served and the costs incurred, in a book to pass on to the next convener
· To be aware of, and work within, the budget set by the Board

· To clean up the servery and report any concerns to the President

· To keep a record of all activities, including sources and contact information, in a book which will be passed on at a meeting with the next Social Convenor
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