Coastal Quilters Guild, Inc., of Santa Barbara and Goleta
Vice President, Programs
Position Outline:

· Maintain calendar of programs 

· Arrange programs by soliciting and hiring speakers

· Coordinate with Treasurer, Speaker Liaison, Workshop Coordinator & Webmaster

· Coordinate with Guild Board, SCCQG and other guilds in area
Position Detail:

1. Calendar

a. Plan guild programs, lectures and workshops except for the July Picnic and the April Challenge meetings for the following fiscal year, July through June and coordinate plan with Board. (One year away).
b. Determine which months will use contracted lecturers and/or teachers and discuss possible schedule with the Board

c. Prepare calendar of the programs for the fiscal year, including non-speaker events.  

d. Maintain calendar making necessary adjustments for program changes

2. Arrange Programs
a. Search for prospective speakers – source ideas:
i. Web

ii. Member requests

iii. Books 

iv. Other guilds – Santa Maria, Camarillo, Simi Valley, etc.
v. SCCQG – Meet The Teachers annual program

b. Contact prospective speakers 

c. Negotiate and execute contracts.  Make adjustments to the basic contract as needs arise and/or requested by the Board.

d. Maintain signed contracts

e. Try to keep a good balance of traditional quilt work, traditional with a contemporary focus, surface design, modern and art quilts.  

f. Schedule for the following fiscal year.
3. Beginning of the Fiscal Year (July 1):
a. Budget:  Provide an estimate of the annual expenses for upcoming programs for the current year to the Treasurer for budget planning.

b. Contracts:  Provide copies of contracts to the Speaker Liaison, Workshop Coordinator, and Treasurer.  Electronic versions preferred.

c. Supply Lists:  Provide copies of supply lists to the Speaker Liaison, Workshop Coordinator and Webmaster.  Electronic versions required.
d. Calendar:  Provide copies of the calendar to the Membership Chair and Webmaster.  (They should also get copies anytime the calendar is updated.)  Electronic versions preferred.

e. Flyers:  Print flyers to be used by the opportunity quilt committee, membership committee, and anyone else who may have an opportunity to expose our programs to a larger community.  (This should move to Publicity.)

4.  Coordination with others:
a.
Attend monthly Guild meetings and coordinate activities (set-up, including chairs, tables, etc.).

b.
Attend monthly Board meetings and coordinate plans with members.
c.
Attend the annual ‘Meet the Teachers’ meeting of the SCCQG usually held in April.  Attend others SCCQG meetings as desired.

d.
Work with the program chairs in Santa Maria, Camarillo, and Simi Valley, etc.  They may want to share teachers with us, thus reducing transportation costs.  The contact information is available at the www.sccqg.org website.
e.
Back up President in absence.
f. Provide webmaster with the following:

Lecture and Workshop titles and descriptions



Photos of presenter, sample work, workshop project photo



Presenter's website


Supply list for workshop

Other job requirements:


Email/Internet access

Yes


Storage space


Approximate time spent


Quilt Show


Yes

Back-up for this position:
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Move to Publicity:
Flyers:  Print flyers to be used by the opportunity quilt committee, membership committee, and anyone else who may have an opportunity to expose our programs to a larger community.  
