
MORRO BAY WINTER BIRD FESTIVAL VOLUNTEER JOB DECSCRIPTIONS  
 
Workshop Check-in and Speaker Introductions Responsibilities:   
Each presentation has an assigned volunteer who takes attendance (making sure attendees have festival 
badge) at the event as well as introduces the presenter.  Please pick up the event registration list from the 
Registrar Desk at the Community Center at least 30 minutes before the presentation begins and plan to arrive 
at the speaker site 15 minutes before the presentation begins.  You should plan to stay for the first 10 – 15 
minutes of the presentation to check-in late arrivals.  You are welcome to stay for the entire presentation.  
The check-in list in then returned to the Registrar Desk following the check-in. This is the only record of how 
many people actually attend each event.  
 
Please note on check-ins for presentations at the Museum of Natural History:  The museum will be open to 
the public during the hours of the Bird Festival.  Patrons of the museum are permitted to be walk-in attendees 
to the presentations. 
 
Usher/Ticket Taker Responsibilities: 
Check to ensure that people arriving have their Festival badges.   Hand out raffle tickets.  One person can 
collect the $10 from non-Festival attendees. 
 
Vendor Relief/Floater Responsibilities:   
Assist the vendors during the lunchtime hours by staffing their booths so they can take breaks/eat lunch. Be 
available to fill in as needed in other assignments. 
 
Sales Table Responsibilities:   
Staff the Festival sales table at the Community Center, at which Festival items are sold. Sell items and keep 
inventory of items sold.  Turn in money and inventory form at the end of each shift to Jean Fanselow, Event 
Chair or another designated person. 
      
Reception Servers Responsibilities:   
Assist at the Friday Opening Reception (4:00-7:00 pm) by setting up food stations, serving and replacing food, 
and helping with clean up after the reception.  
      
Fold T-shirts Responsibilities: 
Fold T-shirts and prepare the Festival sales table at the Morro Bay Community Center. 
 
Vendor Room Set-up Responsibilities:   
Set up tables/prepare the Vendor Room at the Morro Bay Community Center under the direction of the 
Bazaar Festival Chair, Crystal Jack. 
 
Vendor Room Tear-Down Responsibilities:   
Sunday afternoon volunteers will help the Bazaar Chair take off tablecloths, help the vendors pack up, clean 
up the vendor room. 
 
Hospitality Room Responsibilities:  
Staff the hospitality table at the Community Center, ensuring that there is coffee, tea, water, snacks, etc. for 
attendees.  Make additional coffee as needed.  Monitor the snacks to ensure that people do not take food set 
aside for a future day.  Hand out lunches only to pre-registered attendees whose names are on the purchased 
lunch list and to trip leaders and van drivers on all-day trips. 
 



Bay Birding Cruise Check-in Responsibilities:   
The Bay Birding cruises leave from Sub Sea Tours on the Embarcadero in Morro Bay.  Pick up the list of 
registered participants from the Registrar, Crystal Jack, at the Community Center.  Be at Sub Sea Tours 15 
minutes before the cruise begins to check-in attendees. Return the check-in list to the Registrar.   
 
Trip Starter Responsibilities: 
Picks up list of trip participants from the Registrar Desk 20 – 30 minutes before the trip begins.  Checks off 
names of participants as they arrive and organize particpants in a group to await trip leader.  Provides trip 
maps when needed.  Returns completed participant list to the Registrar Desk once trip departs. 
 
Check-in Desk Responsibilities and Information:     

  
1. All registrants must receive a Waiver and Release form, which is required by our insurance company.  

Request that they sign the form.  If they refuse, be sure that their name is in the upper left-hand 
corner, and write on the form “refused to sign.”  We must have a form, signed or not, for all 
registrants. 

 
2. Registration packets are arranged alphabetically by last name.  Inside are the registrant’s current 

schedule, a badge, tickets for the evening speakers, and other information.  Be sure to ask each 
participant to evaluate their sessions on their schedule and turn the schedules in at the end of the Bird 
Festival.  A box is provided for these forms. 

 
3. Hand the participant their packet, a plastic badge holder and a lanyard, and ask them what size t-shirt 

they would like.  All registrants receive a free festival t-shirt (as do volunteers and leaders).  
Participants must wear their badge to ALL events.   

 
4. Everyone who has registered for the Festival has a packet.  Leader packets are kept separately from 

participants’ packets.  Volunteers who have not registered do not have packets but have name badges, 
which they should wear.  These are also kept separate.   You may need to ask which category they are 
in.  Offer new leaders a hat (free); again, you will need to ask leaders if they already have a hat (kept in 
back room-2 kinds). 

 
5. Ask them if they need a map and directions (they are not in the packets).   

 
6. Send problems to Registrar’s table.   New registrations, schedule additions, cancellations, money owed, 

or changes will be handled by someone there. 
 

7. There are field trip starters across the lobby.  People signed up for field trips must also check in with 
the starter and remain in the lobby area until their trip is called. 

 
8. Do not attempt to answer questions if you aren’t sure of the answer.  Refer them to someone on duty 

who will know the answer.  
 

9. Each day’s schedule is printed and posted on an easel.  Available trips are written on a blackboard 
behind the Registrar’s desk.  The Pacific Wildlife Care “Meet the Raptors” shows (no registration 
needed –but there is a small fee) are held on Saturday at the Vet’s Hall.  Family Day is Saturday (no 
registration).  Most events for Family Day begin at the Morro Bay Natural History Museum.  


