Autumn in the Garden Volunteer Job Descriptions

2029 E 115th St. Cleveland. OH 44106

Link to volunteer: https://bit.ly/THOCVolunteer

Thursday, October 8
Wayfinders/ Greeters: (4)
4:00- 6:30
Stationed on corner of Mayfield and E.115%" St, and along sides of tent,
Greet guests outside Building 1, guide to open apartment for tour
Guide guests crossing street from parking lot behind Uptown toward registration table
Inform guests (as needed) about the schedule for the evening:
Register
Make your own floral bouquet
Enjoy food and beverage
Purchase Wine Pull Raffle tickets
6:10ish Program begins
7:00 Wine Pull
8:00 Event concludes

Registration: (4)

4:00- 7:00

Set up registration table

Greet and welcome guests

Instructions on Fund-a-Need donations
QR code- framed
Payment method

Supplies needed:
Name tags
Sharpie markers
Pens


https://bit.ly/THOCVolunteer
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Wine Pull Raffle Volunteers: (6)
4:00- 7:00
Set up table with Wine Pull
Wine bottles in bags
Jars for tickets
Prep tickets
Work the room in teams
Sell tickets
QR code on phone
Cash
Sign Up sheet to write down name, $ amount and email- go to registration
desk to process payment (if phone doesn’t work)
Suspend raffle activity during presentation!

After presentation, resume selling raffle (Wine Pull) tickets
7:15—take raffle jars to band
Return raffle jars to office

Food & Beverage:
4:00-8:00
Non Alcoholic Bar set up and service
Dispenser for tea
Water
Lemon /Syrup
Cups
Ice/scoop
Napkins
Wine/Beer set up and service
Wine key/beer opener
Cups
Napkins

Trash bins around tent.
Food runner work with Bob Sferra, caterer
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Break Down

7:00- 9:00

Clear trash throughout the event

Gather decorations
Furniture
Flower pots

Linens to linen bag

Return AV to office
Screen
Projector

Stack chairs

Break down tables

2029 E 115th St. Cleveland. OH 44106



