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Spring into Gardening Coordinator (s) 

 Job Description 
 
It is recommended to have co-coordinators who will decide how to allocate job 
responsibilities. 
 
The Spring into Gardening Coordinators oversee and facilitate the coordination of all of the 
subcommittee activities necessary for a successful educational seminar. The skills required for 
the Coordinators are: 

1. Knowledge of project management and execution of all steps in the project plans. 
2. Good communication skills. 
3. Ability and interest to work with a diverse group of people in a supervisory or 

coordination role. 

Responsibilities 
 

A.  Establish the organizational structure including subcommittee chairpersons for the 
annual Spring into Gardening seminar. The following are the current subcommittees for 
Spring into Gardening. 

  
1. Publicity   
2. Graphics/Layout 
3. Decorations  
4. Registrar-Treasurer 
5. Raffles  
6. Facility/Logistics   
7. Displays  
8. Hospitality  
9. Registration  
10. Speakers 
11. Sponsors/Nonprofit Groups 
12. Logistics 

 
B.   Develop a project plan for each seminar including the timeline (see below) for each 

component and general and specific guidelines (when applicable). 

C.   Develop and submit a Spring Into Gardening budget.  
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D.  Reserve seminar meeting space for the following year’s seminar. 

E.  Organize Spring Into Gardening Committee meetings including reserving meeting room, 

sending out agendas and chairing committee meetings. 

F.  Develop, distribute, collect and summarize seminar evaluations. 

G. Provide volunteer sign up book for staffing all of the seminar activities. 

Current Timeline 
 

August/September  

 Review date and this year’s comments and recommendations 

 Discuss theme 

 Finalize theme 

 Organize speaker committee 

 Organize sponsors committee 

 Create a Budget 

 Designate who the chairs will be of each of the following sub-committees 
o Publicity   
o Graphics/Layout 
o Decorations  
o Registrar-Treasurer 
o Raffles  
o Facility/Logistics   
o Displays  
o Hospitality  
o Registration  
o Speakers 
o Sponsors/Nonprofit Groups 
o Logistics 

October 

 Have Sponsors flyer ready to hand out to potential sponsors 

 Speaker’s Committee continues search for speakers 
November 

 Speaker’s Committee continues search for speakers 
December 

 Confirm Speakers 

 Confirm Sponsors 

 Graphics Review 
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January 

 Graphics for publicity and registration complete 

 Flyers/Handout printed and ready for distribution (local businesses, websites, mail 
lists, grapevine. etc.) 

 Submit announcement to event calendars in local newspaper, TV stations, Comcast & 
Frontier.  

 Member mailings: to include Membership Renewal Form, Membership Interest Form 
on backside, and SN2G Flyer and Registration Form  

 Poster Design complete 

 Notice in Gardener’s Pen 

 Begin Sign-ups for Greeters, Registration, Raffle tables, Speaker Hosts, Door 
Monitors, Refreshments, Set up and Take down, Decorations 

 Encourage trainees to attend or help out with the event 

 Solicit “Patron” Donations (in kind) 

 Obtain liquor permit (OLCB) 
February 

 120 (11x17) Posters printed and ready for distribution 

 Have crew on KLYC "To the Root of it" Radio show start mentioning SIG event. 

 Programs ready 

 Feb. 22-Distribute yard signs   

 Handouts Due from Speakers 

 Prepare Speakers thank you, stipends, mileage checks 

 Lunches secured 

 Collect donations/prepare raffle baskets  

 Meet with Community Center to finalize details 
March   
 Finalize: 

 Parking 

 Displays 

 Decorations  

 Handouts 

 Lunch 

 Hospitality 

 Facility set up 

 Door Prizes (did not do in 2019) 

 Raffle Prizes 

 Print Evaluations and Speaker handouts 

 Speakers stipends or gift card 

 Contact Door Monitors and Hosts 
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March/April after seminar 

 Recap of the events 

 Reserve the facilities for next year  

 Send Thank you cards to sponsors, patrons and MGs  
 
“As your job evolves, please note changes to your responsibilities in this  
document.” 
 


