PTA Board Position Descriptions
There are 10 positions on the Harrison Township PTA Board, as follows:

President 

Executive Vice President

Vice President of General Fundraising

Vice President of Merchant Fundraising

Vice President of Student Events

Vice President of Student Programs

Vice President of Communications

Treasurer

Recording Secretary

Corresponding Secretary

REQUIREMENTS OF ALL BOARD MEMBERS:

Meetings:
· Attend monthly Board meetings 

· Attend 5 General Membership meetings 

· Attend 4 Executive Board Meetings 
(Attendance at all meetings is encouraged but not mandatory)

Responsibilities:  
· Plan and make decisions for the PTA in accordance with objectives and goals established by our Mission Statement
· Act as an assistant to the President as required

· Oversee the committee chairperson for the event, program or fundraiser under your position

*It should be specifically noted that you are not necessarily responsible for “running” the specific event, but you oversee the chairperson(s) of that event to ensure that plans and decisions are being made in accordance with the PTA’s objectives and goals and that the chairperson(s) are able to get the support/help needed from the PTA to run their particular event.

 PRESIDENT:
· Prepare the agenda and preside over all meetings of the PTA including General Membership meetings, Executive Board meetings and Board meetings
· Coordinate and oversee the work of the Board officers and committees of the local PTA to ensure that objectives are promoted. This is normally accomplished by meeting with the individual board members and reviewing the duties and responsibilities under their positions and/or meeting with the board members and chairs of the committees under their positions when planning for upcoming events/programs/fundraisers. (Your job is basically making sure that everyone else gets their job done!)
· Meet with the Treasurer to develop the PTA budget to be submitted to the Board for discussion and approval; Ensure that all necessary forms and payments are submitted to NJPTA
· Preparation of the President's Message for the District Calendar; input into the monthly newsletter distributed by the PTA
· Organize the preparation and distribution  (in conjunction with the VP of Communication) of the PTA handbook and forms at the beginning of the school year
· Being present to welcome new students at New Student and Kindergarten Orientation at the end of August and also to be present and/or speak about the PTA at Back to School Nights in September
· Be the representative and voice of the PTA in all matters involving the PTA with school administration, teachers in the school district, parents and the community
EXECUTIVE VICE PRESIDENT:

· Act as an assistant to the president

· Preside at meetings when the president is unable to attend

· Shall be a point of contact and works with the President overseeing the chairperson(s) of the following committees that involve membership, room parents, teachers and administration:

· Membership
· Room Parents
· Teacher/Staff Appreciation Day
· Transportation Appreciation Day
· Parental Education
VP OF GENERAL FUNDAISING:  The Vice President oversees the chairpersons of the following:
· All regular fundraising such as GM Box Tops, Ink Jet cartridges, Enjoy the City Coupon Books,  Silver Graphics and Spirit Wear.
VP OF MERCHANT FUNDRAISING:  This VP is responsible for overseeing the chairpersons of the following:
· Community Based Fundraising (Soliciting donations for the PTA from various merchants and vendors – letter requests, etc.)

· Merchant days/nights (i.e. McDonald’s Night)
· TD Bank

Note:  The Vice Presidents of General/ Merchant fundraising also form a Committee in February of each school year to determine fundraising that will be done for the upcoming school year.  

VP OF STUDENT PROGRAMS:  This VP is responsible for overseeing the chair(s) of the following committees:  
· Book Fairs at HTS and PVS
· Holiday Shops at HTS and PVS
· School Store at HTS and PVS
· Year book
· Educational Assemblies
· Dr. Seuss Night

VP OF STUDENT EVENTS:  This VP is responsible for overseeing the chair(s) of the following committees:
· Breakfast with Santa
· Talent  Show
· Ice Cream Social
· Class picnics
· Book Swap 
· Baking/Refreshment Committee

VP OF COMMUNICATION:  This VP is responsible for:
· Monthly PTA packets including the newsletter and flyers
· Content of “Back to School” packets
· Website maintenance
· Parent Express Mail
· Overseeing the chair of

· E-Directory
RECORDING SECRETARY:  This VP is responsible for:
· Recording the minutes at all PTA meetings
· Sending names and addresses of the elected officers to the NJ PTA and County PTA following the elections.
· Maintaining a permanent file of minutes, committee reports, membership lists, and other records of the Harrison Township PTA

· Oversee the chair(s) of:
· Clerical Committee
· Nominating Committee

CORRESPONDING SECRETARY:  This VP is responsible for:
· Hospitality: cards to teachers/staff for life events. Coordinating with school secretary for teacher information (life events); outreach to families in our school community (i.e. death of a child, parent)

· Reads and maintains correspondence received by the PTA

· Volunteer Coordination: maintaining a database of volunteers and distributing a list of volunteers to the chair(s) of each event.

· Send confirmation and thank you emails to volunteers
· In the absence of the Recording Secretary, takes minutes of the Executive Committee, Board and/or General Membership meetings
· Corresponding Secretary also oversees the chair(s) of the following Committee:
· Book Covering
TREASURER: This VP is responsible for: 
· Budget/Finances of the PTA including:
· Being the authorized custodian of the funds of the PTA and one of the signatures on the checks written from the PTA account;

· Keep an accurate and detailed account of all monies received and distributed as permanent records;
· Sign and pay by check all bills authorized by the president, executive committee/board or the general membership;
· Include the following information in the report at Executive/Board and general membership meetings:  Beginning balance of general funds; receipts and disbursements; balance on hand of the general funds or special funds;
· Forward to the NJPTA office, when due (Article VII – Section 5.e) the state and national portions of membership dues.  Dues must be submitted with a completed Dues Payment Schedule form, issued by the NJPTA office;

· Being responsible for the auditing process including ensuring that the books are audited annually in accordance with the bylaws and preserving information necessary for the audit.   

** This position requires knowledge of computers and QuickBooks **
