Greeter Duties
REMEMBER YOUR SMILING WELCOME AND FRIENDLINESS

ARE IMPORTANT TO VISITORS AND REGULAR ATTENDEES ALIKE!
Before the service – at or before 9:30am prepare the Fellowship Hall
· Put on your name tag and “Greeter” pin 
· Prepare greeters stations – set out “welcome visitor table” by front door
· Straighten up small tables; clear of all unneeded papers, etc.
· Put out supplies* name tags, pens, markers on table
* Supplies: temporary name tags are in the box on the fridge; markers and pens are in a basket on the greeters table in Fellowship Hall. 

Put out a blank “NEW NAME TAG NEEDED” with its own pen 
· Stuff bulletins with inserts
As people arrive – you are the friendly face of Community UCC

· Greet and welcome - stand just inside the entrance doors

· Offer a bulletin 
· Remind people to pick up their Echo copy, if available 

· Remind people to put on their name tags

· Special welcome for visitors  

· Offer a name tag or make one for them

· Offer them the latest Echo, and a church brochure

· Special welcome for visitors with children/youth – Children may stay with their parent or go to Sunday school

· Explain that children usually stay in worship until after the Children’s Time

· Exception- Communion Sunday when children go immediately to their classrooms and rejoin the worship for communion. 
· Tell them where the CE classes and nursery are, find an escort for them

· Nursery is for children under three

Greet late-comers – stay outside the sanctuary until 10:15

Open the doors to the Sanctuary for late comers and have them wait if it is quiet time or a prayer. 

· Put bulletins on table where they may be easily seen by a very late person, then be seated for worship 
If you are comfortable with it, try to reconnect with the visitors during Fellowship Time.

After the service – clean-up the Fellowship Hall
· Clean up and put away the supplies from tables
· Leave out the sign-up sheet for name tags

· Put unused bulletins in re-cycle box in the kitchen

Put unused nametags back in the box on the refrigerator.
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