DAILY MONITOR DUTIES

1. The Daily Monitors will be responsible for going to the Kuentz Rec Center Desk in
the building with the swimming pool and signing in at 10:45am. One of the Rec
Center employees will then unlock the Women's club for you. Your duty is to
unlock the rest of the doors, turn on the lights and make sure the ladies sign-in
on the computer screen.

2. Ifthere is only 1 monitor the KITCHEN IS CLOSED!

3. There is a printed-out list of Daily Monitor Duties in the kitchen. There is also an
explanation of how to make coffee.

4. Greet people as they arrive and help them check-in at the front desk. Have
guests sign the guest book. Guests are allowed 2 times a year and then they must
join the Women’s Club to keep coming to the Club.

5. Monitors are also responsible for making sure there is coffee made, ice in the ice
buckets, water in the big container, cups, napkins, etc. available on the
countertop throughout the day.

6. The creamer and Half & Half are going to be kept in the refrigerator.

7. Stop making coffee at 2pm.

8. Monitors will close and clean up the kitchen at 3pm.

9. Monitors are responsible to call the next day's monitors and remind them, they
are monitoring the following day.

10. The Daily Monitors will be responsible for Locking Up and Closing the Club at

4pm. Make sure to turn off all the lights and ceiling fans. Exit the Women's Club
via the door in the supply cabinet room. It will automatically lock after you exit.
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