PTA Executive Office Job Descriptions
President

Presides over all aspects of running and leading the PTA toward specific goals chosen by its members.  The goals must be consistent with the policies and purposes of the PTA.  The President is the presiding officer and the official representative of the association whose job duties include but are not limited to:

· Review past unit activities, become familiar with National PTA and Idaho PTA Mission & Purposes, set realistic goals and prioritize projects.

· Prepare a master calendar that includes Executive Board meetings, association meetings, PTA special events and President/Principal meetings.

· Evaluate current chairman positions and decide which are needed.  Ask for suggestions of people to fill chairmanships.  Start recruiting chairmen and committee members; strive for a balance of experienced and new members, keeping in mind that all areas of the community should be represented.  Select first those whose work begins immediately.
· Be accountable and conscientious concerning the local, state and National PTA.

· Schedule budget committee meetings with the Principal, officers and any interested members whose input to the budget is important.  Verify programs and fundraising activities comply with insurance guidelines.  The association must approve the proposed budget, including programs, fundraisers and other plans before implementation (which includes the signing of contracts).

1st VP - Curricular and Enhancement Programs
Assistant to the President with responsibilities including:

· Recruiting and assisting Committee Chairs for educational programs such as:

Art From the Heart, Assemblies, Family Science Night, Science Fair, Science & Engineering Club, Read Week, Reflections and Spelling Bee.

· Committed to the development and success of the previously mentioned programs.

· Able to take the President’s position if necessary.

2nd VP – Student, Parent, Teacher & Staff Services
Responsible for the effective pursuit of communication between students, parents, teacher and staff by equipping each party with the means to do so.  Responsibilities include:

· Recruiting and assisting Committee Chairs for programs such as:

Box Tops for Education, Consumer Programs, Families in Service, Ice Cream Social, School Spirit, Staff Appreciation and Yearbook.

· Committed to the development and success of the previously mentioned programs.

Treasurer

The Treasurer is the authorized custodian, elected by the members, of the funds of the PTA organization.  It is the Treasurer who ensures that the unit finances are properly handled and maintained.  This is a critical job since proper handling of the unit’s money will keep the unit in good standing, as well as maintain its credibility with the school and the public.

It is imperative that the Treasurer maintains accurate records.  Without good records, individuals involved with collecting and handling the PTA’s funds will not be protected should any questions arise.  Standard, accepted financial procedures must be used when keeping records so that proper audits can be conducted.

The ideal candidate for Treasurer should have:

· Strong organizational skills.

· A background in accounting practices and procedures.

· Knowledge of volunteer management and nonprofit accounting.
· In-depth knowledge of PTA and its Mission and Purposes.

· MUST have knowledge of Intuit QuickBooks.

Secretary

· Maintain PTA files including meeting minutes, Board of Directors listings, Bylaws & Standing Rules, calendars, job descriptions and committee procedure binders.

· Ensure that information is readily accessible and maintained properly.

· Send notices of meetings to Executive Board members and/or association members via school newsletter, e-mail, reader board and PTA bulletin board.

· Take, read and make corrections to the official minutes of all PTA meetings.
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