Brief Volunteer Job Descriptions
For PONCHO International Wine Auction and the PONCHO Big Bash
Please note that not all listed positions are utilized at each auction
Bank Customer Service

· Handle payment transactions. This team works closely with Information Services and safekeeping teams when auction patrons check out at the end of the evening.

Handlers
· Model and display props on stage during Live Auction.

· Research and secure costumes and props for use during Live Auction. 

· Retrieve auction items from display and return items to Safekeeping.

Display

· Check in auction items, set up auction display, and ensure correct signage and bid slips are with items. 
Information Services
· As Silent Auction, Live Auction and other bid slips are brought in, winning bid numbers and amounts are entered into the computer. This team works closely with the Bank Team as auction patrons check out at the end of the evening.

Live Auction
· Recorders: record successful Live Auction bids for Runners.

· Runners: retrieve information from recorders, take bid information to winning bidder for signature and return bid slips to Information Services and the Bank. Runners also hand out medallions to the winning bidders.

· Spotters: help Auctioneers and Runners locate winning bidders.  You are equipped with a light to shine for Runners to easily locate the winning bidder.

Patron Services
· Greeters: welcome patrons to the auction and direct them to registration area, special reception areas, cocktail areas, auction display areas, correct table, etc.

· Welcome Gate: welcome patrons; inquire of their payment method for the evening and mark imprint of credit card or enter check/cash into system; distribute patron bidder number and packets.

· Information Booth: answer patron questions regarding location of Silent Auction(s) and auction display areas; venue facilities; and provide various event details. May staff event coat check.
· Sales: may include grand prize drawing and centerpiece sales throughout the evening. Sales volunteers circulate through reception area and/or ballroom selling items to patrons.

Raise the Paddle 
· Record bid level and bid numbers the Auctioneer reads off during special “Raise the Paddle” section. After recording, lists are brought to Information Services. Typically, the “RTP” volunteers are members of another team that help with this effort over a very short time during the Live Auction.

Safekeeping 
· Organize, label and secure items for patron pick up at the end of the evening. This team works closely with Silent Team, Live Auction handlers and the Bank Team to ensure correct items go home with the patron that purchased them.  

Silent Auction
· Oversee displayed items during Silent Auction(s). At each closing, circle the winning bid number, stamp “sold” on bid slip, regularly take top copies to Information Services Team Captain and secure bottom copy to item. This team works closely with the Safekeeping Team to ensure all Silent items are transported to and checked in at Safekeeping room for patron pick up.

Volunteer Services

· Assist Volunteer Services Team Captain with volunteer check in and volunteer team re-assignment and act as “roving” volunteer for breaks, as needed.  
· May staff volunteer coat check.
Volunteers are the heart of PONCHO. By bringing the energy and enthusiasm that keep the auctions fresh, new and exciting year after year, our volunteer base ensures the continuing success of our auctions. Individuals and corporate or community group volunteers also help  with procurement efforts, as well as the planning, preparation and execution of the auction activities.

For more information about volunteer opportunities with PONCHO, please visit www.poncho.org or call 206.623.6233.

