
 
 

PSHC 35th Annual Golf Classic 
Volunteer Job Descriptions 

 
Monday, June 3, 2019 

Coto de Caza Golf & Racquet Club 
25291 Vista Del Verde, Coto de Caza, CA 92679 

 
*Upon arrival, all volunteers must report to the “Volunteer Check-in” table before beginning 

any duties. At this table you will receive; a badge, water bottle, lunch, and instructions for the 
day! 

 
Volunteer Leads 
 
(Need 2-3 volunteers) 
 

Responsible for checking in ALL volunteers with a 
master list. Must give each volunteer a cheat 
sheet, volunteer badge, lunch, and water bottles. 
When checking in, if they have yet to sign a release 
form, please have them fill one out. Keep all 
records of volunteers present and confirm cell 
phone numbers.  
 
Volunteer Leader and Assistant will be largely in 
charge of assisting volunteers with needs through 
the tournament and collecting badges at the end 
of each volunteer’s shift. All volunteers MUST 
check out with Volunteer Lead. 
 

Event Leads 
 
(Including Registration Lead, Set Up Lead, Auction 
Lead, Patrol Lead, Volunteer Lead, Course Lead, 
Cart Lead, Clean Up Crew Lead etc…) 
 
(Need 6 volunteers) 
 

Responsible for your area, including set-up, tear-
down, clean-up, problem solving and managing 
volunteers working in your assigned area.  
 
Please be sure to check in on your volunteers to 
make sure they have everything they need and can 
answer any questions guests have. If they do not 
have the answer to a question, they are to reach 
out to you. If you do not know the answer to a 
question or how to resolve a problem, please 
reach out to the Event Manager. Please ensure 
that your volunteers check out with you. Your role 
is vital to the success of the event. 
 

 
Event Set Up/AM Volunteers 
 
(Need 6 volunteers) 
 

Check in with Event Leader and ask for your 
assignment. These duties will range from 
registration and golf course set up, item 
placement, tear-down, clean-up, and much more. 
If you do not know the answer to something 



 
please ask the event lead in your area.  
 

Greeters (Hospitality)  
 
(Need 4 volunteers) 
 

Morning shift Hospitality Greeters welcome each 
golfer (by name if possible) upon arrival, direct 
them to the registration tables and provide 
answers for any course questions. 
 
Afternoon shift Hospitality Greeters welcome 
golfers back from the golf course (by name if 
possible), mention the silent auction area and 
direct them to the evening portion of the event.  
 
Volunteers for this position must enjoy working 
with people and be personable! 
 

Event Registration  
 
 
(Need 8 volunteers) 
 

Registration volunteers will EXCITINGLY welcome 
all golfers as they approach registration tables. You 
will then register players as they arrive, collect 
contact information, ask each golfer to "like" us on 
Facebook, and welcome them to the tournament.  
 
After checking in golfers, registration volunteers 
will provide event information including schedule 
of events, course map, and any course 
information. 
 
Registration volunteers are also responsible for 
assisting with set-up and tear-down of all 
registration related tables and items. Volunteers 
for this position must enjoy working with people 
and be personable! 
  

Player Pack & Golf Ball Sales 
 
 
(Need 6 volunteers) 
 

Volunteers and Pin Up Golf Girls are responsible 
for selling player packs and golf balls for the 
helicopter ball drop at each one of the eight 
registration tables.  
 
Responsible for explaining what’s in the player 
packs, prizes for both packs and helicopter ball 
drop, as well as ensuring a great time on course 
with several chances to win great gifts. 
 

Treasurer & Assistants 
 
(Need 2 volunteers) 

Responsible for collecting and accounting for all 
money throughout and especially at end of 
tournament from the courses, ensuring volunteers 



 
 handling cash have enough change throughout the 

day  
 

Course Marshall  
 
(Need 2 volunteers) 
 

Responsible for on-course communication to 
Event Leader (including notifying Event Leader of 
any problems on the course), maintaining 
beverage supplies in tubs, ensuring volunteers 
handling cash have enough change throughout the 
day, shuttling on-course volunteers to their work 
site, relieving volunteers for restroom breaks, 
providing lunch breaks for all-day volunteers, and 
ensuring volunteers have water and sunscreen.  
 
Treasurer will ride along to collect and account 
for all money at the end of the shift. Ensure all 
course marshal assistants check out with them. 
 

Course Marshall Assistants 
 
 
(Need 4 volunteers) 
 

Assistants to Course Marshalls and responsible for 
maintaining beverage supplies in tubs, shuttling 
on-course volunteers to their work site, relieving 
volunteers for restroom breaks, providing lunch 
breaks for all-day. 
 

Sign Spotters 
 
 
(Need 2 volunteers) 
 

Responsible for doing a visual inspection of all 
signage including ensuring that games (including 
Hole-in-One Cars) and sponsor signage are on the 
correct holes, all signs are properly dispersed, 
upright and visible on the course, and that 
beverage tubs are properly stocked prior to the 
event.  
 

On Course  Volunteers  
 
(Need 20 volunteers) 
 

Volunteers for this position must enjoy working 
with people and be personable! Volunteers for 
on-course food and activities will be placed at 
specific on-course holes and responsible for set up, 
tear down, and assistance throughout the event at 
their assigned hole.  
 
For game holes please DO NOT facilitate any 
games, only assist the hired game consultants (Pin 
Up Golf or JVD) employees with any needs they 
may have. Ensure cleanliness of area and warm 
welcomes to every golfer. If your location deals 
with collecting any kind of cash or bidding 
numbers please see treasurer for specific 



 
instructions on collections. 
 
For Food/Beverage holes please keep area clean at 
all times. Responsible for good flow of golfers, 
assist in passing out food items or beverages to 
each golfer. Conserve when you can but DO NOT 
say no to anyone.  
 

Silent Auction Helpers/Movers 
 
(Need 4 volunteers) 
 

Responsible for set up and break down of morning 
auction items and tables. Volunteers in charge of 
silent auction must follow event set up 
instructions to ensure proper placement of items, 
correct bid numbers, matching items with plaques 
and much more. Please refer to Silent Auction 
Lead for more specific instructions.  
 

Clean Up Crew  
 
(Need 10 volunteers) 
 

Responsible for load in/load out and placement of 
all items golf or auction related either on tables or 
to be packed away. Clean Up Crew must ensure 
one location of tournament is cleaned up and 
packed before starting on another area. Please 
refer to Clean Up Crew Lead for specific 
instructions.  
 

 

 

 

PM Job Duties 

*Upon arrival, all volunteers must report to the “Volunteer Check-in” table before beginning 
any duties. At this table you will receive; a badge, water bottle, lunch, and instructions for the 

day! 
 



 
Fund-a-Need / Auction Spotters 
 
 
 
(Need 9 volunteers) 
 

Live Auction and Fun-a-Need Volunteers are 
responsible for being scattered around the 
outdoor banquet room (1 person per 2 tables) as 
look out-scouts. During the Fund-a-Need when 
hands go up to support with a dollar amount, 
volunteers are responsible to get the auctioneers 
attention so she can thank them and add their bid 
to the total.  
 
Volunteers are then responsible to give guests 
who support with a dollar amount- a bidder form 
for them to fill out and give back to you. At the 
end of the “live” part of the dinner banquet please 
return all bidder forms to your Auction Lead. 
 

Guest Auction Hospitality   
 
 
 
(Need 4 volunteers) 
 

Greeters welcome golfers back from the golf 
course (by name if possible), and mention the 
silent auction area and direct them to the evening 
portion of the event.  
 
Auction Hospitality will be responsible for roaming 
the silent auction/cocktail area before the banquet 
dinner to answer and silent auction questions, 
general questions, encourage bidding, help with 
software, and much more. Please refer to Auction 
Lead for more specific instructions. 
 

Auction Check Out Team   
 
 
(Need 7 volunteers) 
 

At this moment in time the auction will be closing 
and there will be no more bidding. The Auction 
Check Out Team will be closing out open tabs, 
packaging peoples winning items together, and 
assisting in giving winnings to proper people. This 
team is responsible for checking id’s and getting a 
signature for every item purchased that leaves our 
possession. 
 

Loading Crew  / Clean Up Crew 
 
(Need 10 volunteers) 
 

The loading Crew is responsible for loading and 
packing up equipment, materials, event signage, 
left over products, and any tournament or 
banquet related items into proper cars. They will 
also assist in any necessary clean up procedures to 
ensure promptness and cleanliness of areas.  
 
Clean Up Crew must ensure one location of 
tournament is cleaned up and packed before 



 
starting on another area. Please refer to Clean Up 
Crew Lead for specific instructions.  
 

Silent Auction Helpers/Movers 
 
(Need 4 volunteers) 
 

Responsible for set up and break down of 
afternoon auction items and tables. Volunteers in 
charge of silent auction must follow event set up 
instructions to ensure proper placement of items, 
correct bid numbers, matching items with plaques 
and much more. Please refer to Silent Auction 
Lead for more specific instructions.  
 

 


