
 

SIG-Speakers Committee 

 Job Description 
 
The speakers committee is a group of about 3 people, one being theHorticultural Extension 
Agent.  The Speaker Committee members should have knowledge of or contact with multiple 
potential seminar speakers. 
 

Responsibilities 
1. All members of the Speaker’s Committee are expected to participate in the Spring into 

Gardening Committee meetings. 
2. The speakers committee will develop a list of potential topics and speakers starting with 

the first meeting in August/September. 
3. The potential list of topics and speakers will be presented to a Spring into Gardening 

Committee meeting in September/October. 
4. Potential speakers will be contacted by Speaker Committee members. 
5. Confirm speakers by December.   
6. After speakers have been confirmed ask for their biographies, descriptions and title of 

their talks for publication on the web, flyers and programs.  Due by January. 
7. Follow up with individual speakers for speaker notes, stipend (if needed), time of 

presentation, special needs for their presentations, and any other information is the 
responsibility of the Speaker’s Committee. 

8. Handouts are due from speakers in late February. 
9. Copy Handouts in March. 
10. In March before the event, write up thank you cards for speakers and include either a gift 

card or stipend for the speakers.  This will be handed out to the speaker after their talk by 
the room host.  See below Host and Door Monitor duties.  

11. Any speaker notes that we copy need to be clearly labelled with speaker’s name, topic, 
room number, and time of talk. 

 
 
 
 
 
Information for Hosts and Door Monitors 

If you are a Host please pick up an envelope at the registration desk on Saturday Morning. In the envelope is a 
short bio on the speaker, a thank you note for the speaker containing their stipend or gift card and a list of 
announcements we would like you to say at the end/beginning of the class.  Introduce the speaker at the 
beginning of their talk using the enclosed bio and when they are finished thank them and give them the card 

Comment [hs1]: It seems that we haven't 
necessarily had a list of potential speakers before 
the first meeting (Aug/Sept), I think we had 
potential topics, then after the first SIG committee 
meeting (and confirmation of selected 
theme/topics) met to make a list of speakers that 
we present to the committe in Sept/Oct. 



in the envelope.   
The bio is also on the YCMGA web site if you want to check it out.   

If you are a Door Monitor hand out the speaker’s notes as people come in and the evaluation if they have not 
already gotten one.  Be careful to hand out only notes that go with that particular talk.  There was some 
confusion in previous years.  The handouts will be in a manila envelope with the speakers name on it or the 
speaker will give them to you before the talk begins. 
Please be available to assist the speaker, should they need help.     

If there are problems with AV equipment send for AV technician.   

People have a tendency to go in and out the doors, please make sure the doors do not slam behind them as 
they go out or in. 

Should the class completely fill up please ask the late comers to go to a different class.  A note will be on the 
door and at registration explaining it is first come first served. 

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



[Type text] 

 

 


