Sacramento Home Winemakers, Inc.
Job Description 
	
	Job Title     JUBILEE COMPETITION COORDINATOR

	This position is:     FORMCHECKBOX 
  Elected    OR       FORMCHECKBOX 
   Appointed by  President

	Term of Office 
	

	General Description

	Overall set up and organization of the Jubilee Competition. 

Assisted by the Chief Judge, who  assembles and orients Judges, and the Cellermaster, who organizes the bottles for the judging event. All other duties fall to the Coordinator to manage and/or delegate.

	DEtails of Job 

	Coordinator 

· Order and pickup Ribbons/Awards (including supplemental)
· Set dates and reserve location for events 

· Event Set Up
· Cleanup of site before event (if needed)

· Coordinate setup 

· Pickup wine glasses

· Setup judging tables 

· Supplies (pitchers, spit buckets, admin supplies, etc.)

· Make sure there are clean wine glasses 

· Organize any cleanup of site necessary

Clerk Coordinator

· Identify and secure clerks

· Prepare judging sheets for clerks

· Clerk/Table assignments

· Pre-event meeting with volunteers to review table etiquette and recording process

· Hold a ‘Morning Of’ meeting with Clerks

· Assign clerk(s) for ‘Best Of’ judging

· Table setup before event and cleanup after event


Banquet Coordinator and Head Chef ( two people is best)
· Get budget to work with from Board

· Coordinate collection of money

· Secure volunteers to help with Jubilee BBQ 

· Secure food for jubilee breakfast 

· Secure food  for jubilee BBQ/lunch 

· Secure eating & serving supplies for BBQ/lunch 

· Coordinate meal cleanup

Judging Snacks Coordinator
· Coordinate food snacks for Judges table

· Keep supplies filled during contest

· Bring bottled water for judges

· All paper goods

Breakfast Coordinator

· All foods and juices for judges and volunteers

· Coffee Service

· All paper goods

Awards Coordinator

· Order Rosettes for “Best Of” and neck ribbons to be available at the event

·  Order exact number of rosettes for Gold Silver Bronze

· Deliver to members at meetings, or mail if necessary



	











