
PebbleCreek Quilters Club 
Gallery Sales Coordinator 

Job Description 
 
Summary:  The Sales Coordinator will schedule, communicate and coordinate the production 
and submission of sales items in the Expressions Gallery, Quilt Club Window and during the 
annual Holiday Fest Sale.  
 
Coordinator/Committee Selection: The Gallery Sales Coordinator and committee members  
will not be consignors during their term in this role to avoid any concerns regarding a conflict of 
interest.   
 
Scheduling: 
Develop an annual plan for gallery sales production based on the “Expressions Gallergy 
Consignor Intake Schedule” and “Expressions Gallery: Intenventory Intake and Removal 
Guidelines” (attached).  
 
Communication: 

●​ Submit the annual plan to the board for review and approval. 
●​ Submit a monthly report to the board including: 

○​ Items Produced 
○​ Items Sold/Income 

 
Inventory Production/Maintenance 

●​ Items produced must be high quality. (Items produced in a class may be unsellable.) 
 

●​ The coordinator may designate committee members to coordinate item production based 
on the schedule.  
 

●​ Club members may donate items for gallery sales. The coordinator will have the final say 
regarding the use of donated items. 
 

●​ Complete the “Intentory ITEMS ADDED” form (attached) for all items submitted to the 
gallery. 
 

●​ Complete and attach a price tag to items noting “PCQ Club” as the consignor. 
 

●​ Pick up unsold items within 3 days per gallery policy.  
 

●​ Restock sold items on a weekly basis. 
 

●​ Schedule production, tagging and sales or seasonal or other items at the Holiday Fest. 
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