
Job Descriptions for Officers and Garden Co-ordinator 

of the Prescott Street Garden Society  

 

Chairperson 

1. Preside at all Society and Board meetings, keeping business on task and bringing discussion to 

conclusion. Be familiar with Robert’s Rules of Order or a similar guideline and apply them at all 

meetings. 

2. Prepare meeting agenda with Secretary. 

3. Represent Society at public meetings and serve as spokesperson for the Society. 

4. Communicate. Call for regular reports, either oral or written, from all officers, Garden Co-

ordinator(s) and committee chairs.  Be receptive to receiving feedback from members of both the 

Society and the community, and to share this feedback. 

5. Write letters of thanks to each speaker, chairs of special Society events, members who provide 

special contributions of time and material, and to any others who perform outstanding services for 

the benefit of the Society.  Arrange for cards of sympathy or concern to be sent, as appropriate. 

6. Think ahead. Make certain that planning and work on all society activities are initiated far enough 

in advance to ensure completion and success. 

7. Innovate. Examine the contemporary structure and activities of the society to determine if they are 

workable and desirable. Initiate new procedures and projects if warranted. 

8. Ensure website is up-to-date and accurate, and delegate tasks as needed. 

9. Help identify potential new board members who can serve as successors, for new ideas and for 

keeping the Society inclusive, vibrant and credible. 

10. Make certain that the Office of Joint Stocks has the names, addresses and phone numbers of the 

current officers and Board members and any changes in the By-laws. 

Vice-Chairperson 

1. Perform the duties of the President during his or her absence. 

2. Perform duties assigned by society bylaws.  

3. Be ready, willing and able to assist all Board members. 

Secretary 

1. Maintain information of record required for the benefit of the society and its governing body. 

2. Keep an up-to-date list of names and addresses of all Society members. 

3. Keep accurate, concise, permanent minutes and attendance of all regular Society and Board 

meetings and gatherings.   

4. Distribute electronic copies of approved general meeting minutes to members and paper copies to 

members who request this format. 

5. Prepare one paper copy of Board minutes for file, and forwarding electronic copies promptly to 

the Officers. 

6. Bring copies of and/or electronic access to minutes to meetings. 

7. Maintain a Society calendar, including all Society meetings and activities, in collaboration with 

the Chairperson and Garden Co-ordinator(s). This information, kept readily available, will enable 

the Society and its members to schedule their activities well. 

8. Notify members of meetings and activities of Society. 

9. Handle all correspondence received and generated by the Society. 



10. Distribute and/or make copies of all correspondence for the Chairperson. 

11. Advise Board members of pertinent information in writing, by e-mail or by phone. 

12. Immediately after an election, notify newly-elected officers and directors (in writing) of the 

names, addresses and telephone numbers of the officers and directors for the coming year. 

13. Notify the Office of Joint Stocks of the names, addresses and phone numbers of the officers for 

the coming year, as well as any change in the By-laws. 

Treasurer   

1. Collect, record and deposit all funds of and/or due the society in the Society's name in such bank 

or credit union as determined by the Board. These funds may include monies resulting from dues, 

plant sales, auctions, refreshment donations, raffle tickets, banquet tickets, shows, donations or 

other sources. 

2. Determine deadlines in advance and make appropriate payments prior to due dates for:  

• Meeting place rent 

• Water supplies 

• Other recurring expenses 

3. Disburse funds at the direction of the Board or a committee(s) empowered by the Board. 

4. File all necessary provincial and federal tax forms within allowable filing periods. 

5. Maintain all ledger accounts and other financial records, current and complete, including 

copies/documentation/receipts of payments made (canceled cheques, paid bills, bank statements). 

6. Give a verbal report of the current finances at each Board meeting. Provide one written copy of 

this report to the Secretary (to be filed with the minutes) and one copy (to be available at the 

regular Society meeting) for the membership to read. It is suggested that the financial report 

contain monthly and year-to-date figures for current period and prior year period, for comparisons. 

7. Audit the membership records and ensure, in collaboration with the Chairperson, collection of 

membership dues. 

8. Consult with Garden Co-ordinator(s) and committee chairpersons to establish procedures for 

financial record keeping. 

9. Prepare an Annual Report for the fiscal year, which will be audited by an auditor or audit 

committee selected by the Board. 

Garden Co-ordinator(s) 

Preamble: The scope of responsibilities of this role may be greater than one person’s available time 

and/or knowledge base.  In which case, he/she may delegate tasks temporarily to other Society 

members and/or the Garden Coordinator role may be assigned to two or more people.  Much of 

the Garden Coordinator’s work is closely related to the work of the Board of Directors and 

therefore regular and positive communications is important (some examples of issues that would 

likely benefit from broad Board discussion but which may initially come to the attention of the 

Coordinator: dealing with the behaviour of neighbours, resolving conflicts with members, 

handling situations of a member taking an initiative to purchase tools/supplies/services and then 

wanting reimbursement, discussions with the Water Commission, handling community issues such 

as the proposed Cell Tower). 

a. Responsibilities for maintaining the communal garden plots: 

1. Prepare a list of duties that need doing in the communal garden plots and organize such a list 

in a way that would appeal to members of the PSGS.   



2. Circulate those duties amongst members, invite members to volunteer to perform such duties, 

and receive offers from members to perform these duties. 

3. Schedule members and notify everyone of their responsibilities. 

4. Monitor performance of Communal Garden duties and contact member with positive 

feedback and, if needed, suggestions/encouragement for compliance with duties. 

5. Send out notices to membership of when to harvest items from the Communal Garden plots 

(e.g. “the two blueberry bushes on the East Border are ready for picking on a ‘first come, first 

served’ basis.”). 

6. Identify tasks that could be accomplished in a Work Party and then proceed to organize such a 

Work Party (e.g. scheduling, notifying, ensuring a summary is made, acknowledging 

participants). 

7. Identify subjects that could benefit from having an education or orientation meeting (e.g. how 

to plan a garden, testing the soil for ph and heavy metals, how to prepare the soil for planting, 

how to select seeds, ideas for companion planting, ideas for staking, tips on weed control, tips 

on pest control, when to harvest, how to collect seeds for next year, preparing garden for 

winter), and arrange with the Secretary to organize such a meeting, and keep a minute of the 

meeting. 

8. Ensure at least one Compost Stall is clearly marked indicating it is accepting contributions. 

9. Ensure the tool shed is kept in a clean, orderly manner and the tools are adequate for 

members’ use. 

b. Responsibilities for promoting the good practices of individual gardeners: 

1. Advertise the availability of individual plots, receive expressions of interest and applications 

for these plots, assign the plots, and orient new member to the roles and responsibilities of 

being a PSGS member. 

2. Ensure that gardens are tended, planted and bedded down for winter. Approaching members 

who appear to be struggling with any of these tasks, offering assistance and exploring options 

for producing a healthy, productive plot. 

3. Send out reminders to members in the Fall to indicate their intentions to garden a plot in the 

following Spring and collect these responses. 
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