
 
Auction Volunteer Job Descriptions 

 

Silent Auction 
Silent auction volunteers are broken down into groups according to “table” (ex. Gourmet table, 
Christmas table, Luxury table, etc.)  There will be a team leader and a group of 3-6 volunteers for 
each table.  Tagging of items takes place Thursday, November 15. Set-up takes place on Friday, 
November 16.  Saturday, November 17: no work to do–you are at the event to enjoy yourself! 
 

 The Silent Auction volunteers work to garner gifts for the auction as well as set up the display 
for the event. 

 Table leader will reach out to prior donors to request donations.  A list of prior donors for the 
specific table will be provided by Auction Coordinator. 

 Keep up with gift inventory. 

 Group items or add items to donations to increase value.  Cash club can be used to boost 
packages for Silent Auction. 

 Make sure all gifts are entered into the computer properly. 

 Set up of Silent Auction table for event (the Thursday night and Friday before the event). 

 Drive enthusiasm for the auction. 
 

Live Auction 
 Approx. 15 items will be secured for the Live Auction. 

 Write descriptions for the items. 

 Set up the display of items prior to the event. 

 Prepare certificates for intangible items. 
 

Decoration 
Decoration Chairs and committee are responsible to present the evening in the most festive way 
possible.  Incorporate the theme of the event, pick color schemes, and create an energetic and lively 
environment needed to sustain a successful auction.  Set up for the auction will take place the 
Thursday night and Friday before the event. 
 
Decoration team will be broken into groups whose responsibilities include: 

 Main entrance 

 Silent Auction tables and signage 

 Dining room décor and centerpieces 

 Christmas trees 
 



Technology/Gift Processing 
 Assist with entering donations and ticket sales into the mobile bidding site prior to the event. 

 If you have special expertise with web design or technology, we can certainly use your talents 
with our event website. 

 

Gift Basket Production 
Put your creative talents to work here assembling beautiful baskets for our Silent Auction tables.  
Most of the work is done in the weeks leading up to Sip ’n Bid. 
 

Set Up 
Set up for Sip ’n Bid will take place on Thursday, November 15, 3 p.m.–8 p.m. and Friday, November 
16, 8 a.m.–5 p.m.   Any amount of time you are able to offer is appreciated! 
 

Event Night Volunteer 
Assist with Registration/Check-in and Gift Distribution.  Some event night volunteers may be needed 
at the Specialty Shop, which is a table that sells fixed-price items.  The major area of help will be Gift 
Distribution at the end of the evening.  Silent Auction items will need to be organized and distributed 
to the winning bidders. Organization of items will occur once the Silent Auction room is closed at 8 
p.m. and the distribution of Silent Auction items will begin about 9 p.m. 
 
Event night volunteers are greatly appreciated and do not need to purchase a ticket for the event.   
 

Parish Gift Coordinator 
Coordinate a collection from the Merion Mercy families within your parish to purchase an item for Sip 
’n Bid.  You will be provided with a complete list of families from your parish. 
 

General Volunteer 
You will be on the email list for messages that go out looking for volunteers when workshops are 
going on and help is needed. 

 
All volunteers are encouraged to donate or solicit at least one item for the auction. 


