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Envirothon Steering Committee Food Tent Coordinator
Role Description
The Food Tent Coordinator will secure caterers and work with them to plan, prepare and deliver all breakfast, coffee, hot water, and lunch items for the Envirothon Event staying within the projected food budget. The coordinator will seek food contributions or gift cards from food vendors and grocery stores to be used to purchase food items for Envirothon workshops, and the Envirothon Event. 
Duties and Responsibilities
· Apply for food donations by February of each year.
· Secure breakfast and lunch food vendors at least 4 weeks in advance of the event. Coordinate food deliveries and payments with vendors.
· Secure compostable hard goods and store them in a safe location.

· Coordinate vendor down payments, final payments, and reimbursements with Envirothon’s accountant.

· Communicate at least 4 weeks in advance of the event, with Millbury High School’s Environmental Club leader for student volunteers on event day. Have maps available for students to make deliveries. Have supplies available for students to create signage and posters.
· Create a floor plan for the food tent and a task list for Millbury students. Assist with set up and breakdown of tables and chairs.

· Pick up coffee and hot water if not being delivered by breakfast food vendor.

· Coordinate with Committee members to bring ice and coordinate with site coordinator on the availability of potable water.

· Hire a commercial compost facility to be present on event day to oversee the waste tent, take away compost and recyclables at the end of the day, train students on proper disposal of items.
· Assist with donating leftover food. 

· Clean up of all food items, hard goods, and dispose of any waste.

Time Commitments
· Attend the last 2-3 Steering Committee Meetings before the event, and one meeting following the event to report on the food budget: 1-3 hours/month (virtual or in-person)
· Set up a meeting with Millbury H.S. Environmental Club

· Read and respond to emails on related duties and questions as needed
· Emails, phone calls and in person visits to caterers as needed
· Transporting hard goods, Coffee and hot water pick up, if needed, on event day. Drop off coffee carafes to vendor. Store leftover hard goods.
· Early arrival on event day and stay until all is broken down and put away.

· Payments and reimbursements. 
Skills
· Excellent computer skills (e.g., Microsoft Office, social media, email)

· Enthusiasm, teamwork focused, and strong customer service orientation

· Well organized and detail oriented 

· Self- motivated able to work independently
· Excellent written and verbal communication skills

· Ability to multi-task
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