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Plant Sale Events Intern
Job Description
Brief Description
Provide support to Seattle Tilth’s Plant Sale event team by coordinating plant material, non-profits, volunteers, vendors, and more. Recruit potential participants, communicate with them as needed, track all paperwork and communications, communicate with the Event Manager regularly and coordinate with other staff and volunteers to create a successful event.

About Seattle Tilth
Seattle Tilth is a nationally recognized non-profit educational organization dedicated to inspiring and educating people to garden organically, conserve natural resources and support local food systems in order to cultivate a healthy urban environment and community.  
About the Plant Sale
The March and May Plant Sales are Seattle Tilth’s biggest gardening events, which we’ve held over 30 years and at one time were the only place one could buy organic edible plant starts.  The March Plant Sale is only in its second year but growing fast, and the May Plant Sale attracts over 5,000 participants in three days.  Over 60,000 plants are sold every year, supporting Seattle Tilth, the city’s urban gardeners, local farmers, and educating the community plant varieties and care.
Responsibilities
· Maintain regular communication with event coordinator.

· Coordinate with event coordinator to invite past participants and current leads to participate in this year’s event.
· Follow up to get confirmations, paperwork and details arranged and answer any questions.

· Research and contact additional leads in coordination with event coordinator.
· Track all paperwork and communications, using online Google docs, gmail and/or an excel spreadsheet. 
· Send out final confirmations and event information to all participants.
· Help coordinate participants at the event, on March 19th and/or May 6-8th, starting at 7am (ideal, but not required). 

· Be able to do most of the work at home or remotely, due to lack of space at the Seattle Tilth office.
· Meet with the event coordinator and team every couple of weeks as needed at the Seattle Tilth office.
· Other duties to support the Seattle Tilth Events Program as assigned
Benefits

· Gain non-profit organization and event coordination skills and experience.
· Develop professional contacts with Seattle Tilth staff and volunteers.

· Contribute to the organic gardening, local food and environmental movement.

· Enjoy working with a team and accomplishing common goals.
Compensation
This is an unpaid volunteer position.

Anticipated Results

Perform assigned tasks effectively in coordination with supervisor and achieve excellent results.    Advance the goals and mission of Seattle Tilth.
Supervisor 
Chris Iberle – chrisiberle@seattletilth.org

Time Commitment
Approximately 8–12 hours per week, up to 20 the week of the event
Required Qualifications

· Excellent communication skills with email, phone, and in person.  Ability to represent Seattle Tilth in a professional manner.
· Good computer and Internet skills, including proficiency with Excel, and comfort with google docs, or willingness to learn.

· Excellent organization and documentation skills.
· Ability to be self-directed and work independently, using creative problem solving skills. 

· Available to work until the event is complete. 
· Enthusiasm for Seattle Tilth’s mission. 
Work Site

Work is primarily done remotely with meetings and event attendance at the Good Shepherd Center in Wallingford (4649 Sunnyside Ave. N.). 
Training Requirements

Attend a couple of initial meetings to get started and be in regular communication with the Events Manager to receive ongoing support.

Evaluation

We encourage regular communication to ensure a rewarding experience for the volunteer and the organization. Regular feedback will be provided by the supervisor and a written evaluation will be requested from the volunteer upon completion of assignment. 
Application Process

Please fill out an application on our website: http://seattletilth.org/get-involved/volunteer/volunteer-application-form and send an introductory email and resume to chrisiberle@seattletilth.org.
THANK YOU FOR YOUR INTEREST!
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