VOLUNTEER DESK COORDINATOR DUTIES

General Duties:

· Enlist volunteers to man the Master Gardener desk in Extension office answering phones, assisting the public, completing Horticulture Question forms, answering/researching questions plant and garden questions, and assisting agents and office personnel.

· Supervise office training for interns.  Invite Master Gardeners for refresher course. 

Regular Monthly Duties:

· Enlisting volunteers to work at the MG desk at Extension, keeping the MG desk volunteer calendar up to date

Time Line Duties:

· December - Provide blank calendar pages for the new year on a clipboard to be kept in the silver wall file holder by the MG desk.

· January – Remove previous year’s calendar pages and file.  (?)Encourage MGs to sign up for days to work in the office; call additional MGs to enlist volunteers to work in the office. 

February – Encourage MGs to sign up for days to work in the office; call additional MGs to enlist volunteers to work in the office.

· March – same each month

· December – Enlist volunteers to work in the office.  Provide blank calendar pages for the new year on a clipboard to be kept in the silver wall file folder by the MG desk.

