	Job Description - How to be a Greeter?

	

	
	New to the Greeter Job or just plain forgot how to do it? Here are some helpful hints for those who are newbies or just need a refresher!

	Greeters have a primary job and that is to make sure that everyone who comes to the weekly meeting feels welcome...be it new visitor, new club member or 'old', experienced member. This is done by welcoming new/old members with a handshake, a hello and a smile, as well as marking their attendance on the roster sheet. For brand new members, it also helps by introducing them to 'old' members who they might not know. 

Prior to the members showing up, there are several logistical jobs a greeter must do. The staff on site will roll out the podium and set up the banners but the Greeter's job is to finish the set-up. Most of the set-up items can be found locked in the podium. The key is hanging on the inner door of the office on-site. Ask a wait staff person if you don't know the location and they will be glad to help you find it. 

Once you unlock the podium, there are several things you need to set-up: 

1. In the top of the podium, under the flip lid, is the attendance sheet. Set this out with a pen and put the day's date on the blank form. Don't forget to check your own attendance! 

2. Inside the podium is a box with the nametags in it. Empty the box and display the nametags for incoming members. 

3. The flag will be laying out, ready to assemble. The flagpole base is inside the podium. Pull it out and assemble the flag. Place the flag on the left hand side of the podium (facing the podium). 

4. Inside the podium is the Pig Fine Jug. Pull it out and place it on a table near the podium.

5. Inside the podium is a small gray cashbox. Place the cashbox near the name tags. Inside the cashbox should be some visiting Rotarian make-up slips. If you cannot find them, ask the President to get you some when she/he arrives.

6. Finally, inside the fliptop of the podium is the Rotary Bell and gavel. Place on top of the podium. 

Once you've done setting up, greet members and guests as they arrive with a handshake and introduce yourself as the greeter. If the speaker shows up prior to their Rotarian host (it happens), help them with set-up and make them feel comfortable. At about 12:10 pm (or after Kendall arrives), you can go out to eat. 

That's it. Pretty easy and once you've done it a few times, you'll have no problem remembering how it's done. 

One more thing, the Greeter also does the Invocation/Opening Thought. This is done right after the President welcomes everyone and you can give a short prayer or open with a inspirational quote. Most people find this the most intimidating part of greeting but it goes pretty quickly and we have yet to lose someone who has attempted it!



