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Apple Festival Job Description: Cashiers
Suggested Number
6 plus Chair (7 total)
Approximate Time Required
2.5-3.5 hours
Duties: Chair
Ongoing

· Serve as liaison between Committee and Festival Chair/Co-Chair.
· Supervise and help Committee members.

Before Festival Starts
· Arrive at Festival at 1:00 PM. 

· Wear fanny pack or apron with pockets and a Festival apron or T-shirt, if available. 

· Bring a calculator.

· Get the following items from the Festival Chair (they should be in the shed): pencils, paper, three cigar boxes, several large boxes, napkins, spoons, forks (for apple festival only), and blank order forms. 
· Get cash boxes from the HTB Representative. (Wait until you have some cashiers to keep an eye on them.) Distribute to cashiers to validate money amounts.
· Help set-up the tables as follows:

· Line up three tables (which the cashiers will sit behind). Place tables back far enough to stay shaded. (Note: The sun moves the shade back as the afternoon progresses.)

· Behind each table, put two chairs.

· On each table, put two cash boxes, a cigar box (for the completed order forms), and a large box with napkins, spoons, and forks. Put the napkin containers in the back of the box, and the spoons, etc. loose in front. Tuck the cigar box in behind. 
· On each table, put a small supply of blank order forms and a couple of pencils. 
· Beside each table (on both sides, so each cashier has some), pile some empty boxes to use as trays. 
· Under each table, in the middle, put refill boxes of napkins, spoons, etc. and a larger empty box between the cashiers to use for trash. 

· When cashiers arrive, train them. Tell them what to expect and how to handle common problems/questions (i.e., where the restrooms are, where the money goes, where the drinks are sold, etc.).

During the Festival

· Be available for problems that arise, such as cashiers running out of napkins, quarters, ones, etc. Tell cashiers that they may borrow money from each other’s cash boxes, as the cash boxes aren’t sub-totaled. 
· Periodically, collect the twenties and any larger bills from the cashiers and put them in fanny pack. 
· Periodically, empty the order form boxes and hold onto them for the Festival Chair.

· When the line diminishes, start closing tables, and let cashiers eat their desserts.

After the Festival

· Collect all the money, turning all the bills the same way, if possible.

· Help HTB Representatives clean up the serving area (i.e., put items back in shed, return furniture to Church, etc.).

· Count the money with HWC Treasurer and HTB Representatives (there should be two). Sub-total drink money. Record the total on a piece of paper for your records, as the HTB Representatives will take the money with them and give it to the HTB Treasurer for keeping overnight. 
· Call the Festival Chair and let her know the amount.

· Give Festival Chair completed order forms.

Duties: Committee Members
· Arrive at Festival between 1:30-1:45 PM. 

· Wear Festival apron or T-shirt, if available.

· Validate the money amounts and sign the notes inside each cash box to show this has been done. (The HTB provides the seed money for the cash boxes, and should record the amount in each cash box on a note prior to distributing them. Cashiers should recount the money in their box and validate the amount written on the note in their box before the festival starts. If there is no note in their box, cashiers should create one and place it in their box.) 

· Collect money for desserts sold.
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