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Job description:  Hospitality Chair


The Hospitality Chair oversees all aspects of hospitality at Unit events, especially food and coffee preparation and serving, General duties include 

· overseeing the purchase of necessary supplies (coffee, cups, plates, etc); 
· making coffee and other hot beverages
· presenting beverages, food and snacks; 
· negotiating, presenting to the SBU, ordering, and serving lunch (when required); 
· keeping track of pop/soda payment and hospitality donations by members during the event; 
· picking up coffee cups/water/trash during the event, and have equipment on hand to deal with emergencies (spills, more TP and the lilke)
· maintain a first aid kit (usually kept at Partnership)
· offering an opt-out payback for members who choose not to purchase the lunch during Swiss; generating a list of restaurant alternatives for members; 
· tracking equipment used by the Unit for hospitality.  

The Hospitality Chair does not have to physically do all of these things, rather, the Chair works with a team of volunteers (I segment them out as the Cookie Brigade, Lunch Crew, etc.) to help at the events.  The Hospitality Chair oversees hospitality at the Unit Sectionals, Trifecta, Round Robin party, and NLM events.  The Unit provides the Hospitality Chair with a debit card for purchases.

Some of the nitty-gritty:

· I try to make sure there is a snack for every player at the rate of 2-3 bites per person per session. (I work with the Director in Charge to get an estimate of how many might attend each session).
· I try to keep hospitality charges to between $500-$600 for a three day event, less if possible.
· The main shopping for a Sectional tends to happen on Thursday before the event (stuff for the Sunday breakfast (bagels, fruit), veggies for the Sectional etc are usually.  This means also making sure there is a place to store the produce at the house (and that may mean using coolers, depending upon season, etc).
· Set and take down for the Hospitality Chair usually means loading and cleaning coffee pots, and the overall hospitality space, repacking kitchen supplies, etc.  Not the most useful person setting up tables and preparing the site for the tournament.  BUT this does take time, esp the clean-up—at least an hour on both ends.
· Expect to shlep stuff.  Have a vehicle that can hold things like pop, case of cups, and the like.  A Miata will not cut the mustard.
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