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Hospitality Chairman 

 Job Description 
 
The Hospitality chair is responsible for providing refreshments for Master Gardener events 
that occur throughout the year. As part of this job the chair is also responsible for 
management of the accumulated kitchen supplies stored at the extension office.   

Responsibilities 
 
Spring into Gardening and the Plant sale are the two most substantial efforts the Hospitality 
committee will be responsible for. The following is a timeline and list of duties for the Plant 
Sale. 
 

 When the Plant Sale committee puts together the volunteer signup sheets, make sure 
there are slots for Hospitality staffing and food donations for the Plant Sale. This 
typically occurs a couple of months prior to the event. 

 On Wednesday prior to the Plant Sale, go to the Extension Office and gather all supplies 
needed both out of the cupboard in the PWA and from the attic.  Put the coffee and hot 
water pots in the black bags and everything else goes in bins.  Either load your cars or 
contact someone who will take everything over on Thursday morning.  

 Thursday morning an hour before everyone will be showing up to arrange the tables, 

you will make coffee and hot tea for the workers.  Try to bring something for the 

workers to eat also (maybe either donuts or bagels and cream cheese. 

 On Friday morning an hour before everyone will be showing up to put plastic on the 

tables, you will make coffee and hot tea for the workers.  Try to arrange to have 

someone bring something for the workers to eat.  If you are planning on iced tea, be 

sure to make it today and bring it on Saturday and Sunday. 

 On Saturday morning arrive at the Leslie Lewis Pavillion at 6:30am to begin the coffee 

and hot tea along with setting out breakfast items. 

 Ensure a team is available to clean kitchen after sale is completed 

 Provide coffee makers, hot and iced tea, and water for Sunday sale – to be placed in the 

Greenhouse on Saturday after the sale is completed. 

 Plan on taking cookies and other supplies that can be used on Sunday and plan on 

setting up in the picnic area with two tables.  All of the drinks on one table and the food 

on the other.  
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 Clean up after sale on Sunday and pack all remaining supplies in containers and bags. 

 Return all supplies to the cupboard in the PWA or the attic.  

 

Kitchen Items 

All kitchen supplies are stored in cabinet’s in the PWA or upstairs in the attic. These need to be 
removed and taken to the kitchen in the Leslie Lewis Pavilion for cleaning and use on Saturday. 
We usually get to begin cleaning the kitchen on Thursday but no later than Friday. 
 
Further questions should be addressed to Polly Blum  at 503-864-8179,   
momblum@onlinenw.com.   Polly will purchase any items that are not available. 
 

Supply List: 
           1 cutting boards 

2 slicing/paring knives 
1 bread knife 
 large bowls for rinsing and serving 
2 juice pitchers 
Serving trays 
2 ladles and large serving spoons 
3 large coffee makers (2-YCMGA, 1-Extension) 
1 large hot water pot 
1 hot water pot for refilling 

Plastic table covers 
Plastic utensils for eating: 

Forks 
Knives 
Spoons 
Soup spoons 
Containers for the above 

Napkins 
Hot Drink Cups 
Cold Drink Cups 
Plates (dinner and dessert) 
Soup Bowls 
Electric power strip 
Coffee Decanter 
2 extension cords (50 foot) 
2 4-plug power cords 
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These items need to be cleaned and set up by Friday PM to be ready to receive food donations 
by 7:30 AM on Saturday. 
 

 
 “As your job evolves, please note changes to your responsibilities in this document.” 


