
LLECHRYD GARDEN CLUB JOB DESCRIPTIONS

LGC Job Description – Chairperson

The chair is the public face of the club and has the following responsibilities

At Meetings:

Chairs the talk, reads out notices and future scheduled events, introduces the 
speaker and their subject so needs a short biography, usually supplied by the 
Programme Secretary. At the conclusion of the talk invites a member to offer a
vote of thanks. Organises the drawing of the raffle prizes.

After the meeting the chair writes a short Last Meeting Report for the 
webmaster to put onto the website.

At the AGM produces an agreed Agenda and Chairs the meeting, also preparing
a short Chairman's report (a summary of the previous year's activities)

In Committee:

Drafts an Agenda for the quarterly committee meeting and sends it out to 
committee membership

Hosts the committee meeting at their home and chairs the meeting

Notes decisions made in order to produce a minuted record of the meeting and
distributes the minutes together with points of action to be followed up.

In Public:

Liaises with other local gardening groups and is the contact point for enquiries.

Liaises with all members of the committee and the membership in general.

Represent the club's interests in any capacity that might arise.



LGC Job Description – Vice Chairperson

1. The vice chair takes over the role of chair in the event of absence or illness 
of the chairperson

2. The vice chair is responsible for arranging, in advance, a vote of thanks at 
meetings, from a list of members who have expressed a willingness to stand 
up and thank the speaker on our behalf at the end of a talk.

3. The vice chair should inform the chair of the member who has agreed to 
offer a vote of thanks, on the club's behalf, at the end of any talk.

4. In the event of the chair's absence or illness the vice chair could be 
expected to undertake the duties below:

At Meetings:

Chairs the talk, reads out notices and future scheduled events, introduces the 
speaker and their subject so needs a short biography, usually supplied by the 
Programme Secretary. At the conclusion of the talk invites a member to offer a
vote of thanks. Organises the drawing of the raffle prizes.

After the meeting the chair writes a short Last Meeting Report for the 
webmaster to put onto the website.

At the AGM produces an agreed Agenda and Chairs the meeting, also preparing
a short Chairman's report (a summary of the previous year's activities)

In Committee:

Drafts an Agenda for the quarterly committee meeting and sends it out to 
committee membership

Hosts the committee meeting at their home and chairs the meeting

Notes decisions made in order to produce a minuted record of the meeting and
distributes the minutes together with points of action to be followed up.

In Public:

Liaises with other local gardening groups and is the contact point for enquiries.

Liaises with all members of the committee and the membership in general.

Represent the club's interests in any capacity that might arise.



LGC Job Description – Treasurer

The role of the Treasurer includes:

1. The day to day running of the Club accounts

2. Dealing with the banking of cash and cheques on behalf of the Club

3. To organise the annual subscription of members and keep a record of 
members.

4. To arrange for the annual external Audit of the accounts and prepare a 
report for the AGM

5. Purchasing the Raffle prizes for monthly meetings and arranging payment of
the speaker in liaison with the Programme Secretary.

Some knowledge or previous experience of running a ledger or account book 
with income and expenditure is desirable but not essential. A handover period 
could be arranged with the outgoing treasurer. 



LGC Job Description – Programme Secretary

DUTIES

1.  Arranges the programme for the following year, starting in April with AGM 
through to following March.

2.  Books all dates with Boncath Hall.

3.  Contacts all speakers prior to talk (I find email best) and informs the Chair 
of any equipment needed and the Treasurer of the fee.  Asks the speaker to 
provide a short biography if not known to us.

4.  Looks after the speaker from arrival to departure.

5.  Contacts the speaker after talk to thank them.

6.  Arranges any garden visits.

7.  Contacts the admin of the hall if any change to the bookings.



LGC Job Description – Plant Sales

1. Provide laminated table top prices at each meeting with sales.

2. Provide a float (2 x £5 notes, 8 x £1 coins and 4 x 50p have always been
sufficient).

3. Propagate and grow a range of plants. Label them accurately. Liaise with 
Liz Thomas who also provides a substantial quantity of plants for the 
sales table.

4. On the meeting night or social gathering arrive in good time (7pm) to 
accept plant donations from other members and set up the table. 

5. Provide an element of quality control. Ensure plants offered are of a 
reasonable size to survive and have roots. Take home any that are not 
suitable and grow on or compost as appropriate.

6. Clear away and take home any unsold plants. Clean tables and floor if 
necessary.

7. Give the proceeds, minus the float, to the Treasurer

8. In the event of a known absence from a meeting arrange to deliver 
plants to someone who can take them to the meeting.

9. Keep receipts and claim any expenses incurred in raising or selling plants
from the Treasurer.



LGC Job Description – Meeters & Greeters

1. Receive information from Chairman or Webmaster regarding new 
members via the website or Facebook. Useful to have a good knowledge 
of existing members, where they live, gardening interests and some 
family information if appropriate.
 

2. Stand in the Hall foyer or if two of you, one in foyer and one near the 
raffle stall to welcome members and visitors to the club, make sure new 
members are introduced to other committee members and looked after 
when they enter the hall. Chat to visitors about the club and advise 
about toilets, refreshments and the raffle. If appropriate during the 
evening, introduce visitors and new members to other members.
  



LGC Job Description – Refreshments

Preparation

Make sure there is an ample supply of coffee, tea, herbal teas, sugar, milk and 
biscuits (2pints semi-skimmed is usually sufficient) before the meeting and all 
are kept in the refreshments bag.

Organise, in advance, a tea rota of two helpers on a 3-4 month forward basis 
and give the names to the Webmaster to put onto the website programme 
page.  Remind the volunteers prior to the meeting.

Arrive 1845-1900hrs

Open kitchen, put on kettles to boil, set out cups, milk, sugar and biscuits, 
black waste bag and tea towels

Assist where needed in club social events such as the Christmas Social

Operation

When the speaker has finished and the vote of thanks is being given reboil the 
kettles and make tea and coffee. Help serve once the raffle is drawn.

Ensure the speaker has been offered refreshments.

Finishing

Wash and dry cups, replace in respective cupboards. Put all waste in a black 
bag and seal. Replace all makings into the refreshment bag. Wipe down all 
surfaces and put damp tea towels on top of the bag.

Before the next meeting launder the tea towels and check supplies

Keep receipts for any purchases and submit them to the Treasurer for 
reimbursement at suitable intervals and always before an AGM.



LGC Job Description – Raffle Ticket Seller

Preparation

Arrive 1845-1900hrs

Set up table and chair at inner entrance of hall

Obtain from the Treasurer the raffle tickets, visitor's book & pen, 3 plastic 
containers, plastic cash bags

Set out table, currently the Treasurer will supply prizes

Operation

Welcome people as they enter, most important

Ascertain if any are visitors, if so ask them to enter name & address in Visitor's
book and pay £3 place money in  1st plastic container

Ask everyone if they would like to buy a raffle ticket (not always necessary, 
most will do it without prompting)

Issue ticket(s) and take money, £1 per ticket, place money in 2nd plastic 
container

Fold duplicate ticket and place in larger plastic container

Continue until meeting opens.

Finishing

Place money in plastic cash bags, keeping raffle money separate from visitor 
fees

Collect everything together, except duplicate tickets, and give to the Treasurer 

At end of talk and vote of thanks, give container of duplicate tickets to person 
chairing the meeting and advise no. of raffle prizes

Supervise prize collection, clean table, job done.



LGC Job Description – Webmaster

This role requires some computer knowledge and website management, but 
can be quickly learned and the incoming webmaster might wish to “shadow” 
the current one for a few months in order to gain confidence, or act as deputy 
webmaster in the first instance. No knowledge of coding is required.  
Familiarity with Facebook and Instagram would be beneficial.

1. The club website is hosted on the Wix platform and owns the domain 
www.llechrydgardenclub.co.uk  The webmaster maintains and updates 
the site pages (WYSIWYG) and is responsible for updating the website at 
least monthly, usually after meetings. The ability to upload photographs 
is essential.  Information pertaining to the website comes from a variety 
of sources.

2. The annual hosting costs and domain name payments are made by the 
webmaster and repaid by the treasurer on the presentation of invoices.

3. The webmaster is currently responsible for the Facebook and Instagram 
accounts, sharing news, photographs and creating events on Facebook.  
Conceivably this role could be shared or undertaken by another member.

4. A quarterly newsletter is sent out using the Mailchimp platform. 
Templates are already provided and club members send in their news 
and photos for adding to the newsletter, which is automatically sent to all
members. New members need to be added to the database and GDPR 
permissions are required, whilst members leaving the club need to be 
removed from the database. Conceivably this role could be shared or 
undertaken by another member.



LGC Job Description – Rhosygilwen Tombola & Plant Creche

This event is held annually usually on the last Sunday of April between 10 am and 3 pm. 
LGC are responsible to the organisers, Ceredigion Growers Association, for providing a plant 
crèche were visitors can leave plants safely, identified by a raffle ticket, while they continue 
shopping and enjoy the grounds and refreshments. To boost club funds, a plant tombola is 
held when members provide plants which are placed on a table numbered 1-20 and on 
payment of £1 visitors draw a numbered tablet and they win the corresponding plant.
 
Any person or small team taking on this role needs to have some knowledge of plants and 
their names. All plants should be labelled correctly and this may require some research or 
advice from the donor. It is important not to compete with other stall holders, as we are classed
as a charity. 

The organiser is responsible for maintaining the equipment required i.e. the numbered table, 
numbered tablets, signage, gazebo, chairs, placards and rope for marking off the crèche. This 
is usually stored at their home.
 
At club meetings, the organiser advertises the event, encouraging members to grow plants, 
and arranging collection if necessary. The plants should not be too large as they could break 
the table and are heavy for visitors to carry around. Some quality control of the plants provided
needs to be carried out, seedlings, poorly rooted plants, weeds or diseased plants should be 
disposed of discreetly. Ideally 300 + plants are needed to keep the stall stocked throughout the
day.
 
A rota of members to man the stall needs to be prepared for completion at each meeting until 
the AGM in April. Volunteers are asked to do an hour slot during the event and the organiser 
covers any unfilled slots. The organiser arrives early and sets up the stall and crèche area, 
provides a float of 20 x 1 pound coins and is responsible for the money taken, its security, 
bagging up and after the event passing the counted money to the Treasurer.
 
The Tombola is an important fund raising activity and also attracts new members and visitors 
to club meetings. Advertising material, such as club programmes and fliers are given out by a 
club member, all volunteers are encouraged to give advice on the plants and information about
the club while staffing the stall.
 
When all plants are sold or the event ends, any remaining plants can either be disposed of, 
taken home to grow on or offered to the club plant stall. All equipment is taken home to be 
checked over, cleaned and dried before storage and the site left tidy.



LGC Job Description – Honorary Librarian

- Arrive before the meeting and open up the library. This includes unlocking the
cupboard and bringing out the signing book and box for returns.

- At some meetings take a selection of books to the main room and display on 
a table.  This is not always required if there are too many other things on 
display, or if it's a social meeting.

- Check the books are in order and note any out on loan. If these are not 
returned chase up the member who has borrowed the book.

- At the end of the evening reverse the process: Put books back on the 
shelves, put away the catalogue and lock the library cupboard.

- If a new book is donated or bought, enter into the catalogue, deciding which 
is the most appropriate category and write the details in the catalogue. Give it 
a number, write this on the correct coloured sticker and put on the base of the 
spine of the book.
Cover the number with a small piece of sellotape to keep it in place.

- Books should be checked periodically to ensure their current appeal and 
similarly, if any books are donated, the Librarian should go through them and 
only add ones that are worth having.


