Medina Elementary PTA

President Elect Job Description

This job is the precursor job to PTA president the following year.  Responsibilities include:

· Attending all Executive Committee and Board of Directors meetings (combines about 2 times per month)

· Shadow the current PTA presidents.

· Complete a mid-year (usually January) audit of financial books.

· Complete end-of-year audit of financial books (usually late June / early July).

· Send Thank You notes for the auction and get ready for the following year.  

· In May/June start filling all the committee chair positions for the coming year.  

Medina Elementary PTA

VP of Programs Job Description
The VP of Programs shall work  to organize parent education events or forums to be held over the course of the year.  This includes:

· Picking topics such as curriculum, virtues, math, library, internet safety, health and wellness, nutrition, critical thinking, pertinent issues or anything that may be of interest to parents.

· Use the resources within the district that offer information on these and other subjects -- many do not require a fee. 
· Coordinate with other Bellevue PTAs to sponsor parent education events for all BSD elementary parents.
· Help increase attendance at General Assembly PTA meetings by arrange speakers or activities in conjunction with General Assembly meetings.
· Schedule presenters and organize the event.

· Advertise the event.

· If a presenter asks for donation or is a paid presenter and it is accounted for in our annual budget then coordinate the payment. 

· Attend Executive Committee meetings approximately once per month and Board of Directors meetings approximately once per month.  

Medina Elementary PTA

VP of Fundraising Job Description

VP of Fundraising will work to develop a longer term (2-5 year) plan of fundraising activities.  This person will work to build relationships and explore new fundraising ideas.  Responsibilities include:

· Play a key role in building a comprehensive fundraising plan for the PTA;

· Develop new and imaginative fundraising activities, many of which will be events-based; 
· Balance time/cost/effort to focus efforts upon the most appropriate fundraising activities with the highest chance of success; 

· Develop and maintain relationships with major donors/sponsors;

· Oversee traditional activities, e.g. walkathon/annual fundraiser and new activities;

· Raise awareness of the PTA and its work, at a local level; 

· Look at possibilities of grants and/or charitable trusts whose criteria match the PTA's projects and activities; 

· Oversee corporate fundraising, including employee giving and matched giving from employers; 

· Build and maintain profitable, long-term fundraising relationships with donors and potential donors; 

· Balance time/cost/effort to focus efforts upon the most appropriate fundraising activities with the highest chance of success; 

· Monitor income and expenditure against budgets and the targets 

Medina Elementary PTA

Treasurer Job Description

The Treasurer collects and deposits all monies raised by the Medina Elementary PTA, and disburses the same according to the approved yearly budget.  The Treasurer is responsible for keeping accurate and detailed records of all transactions.

The Treasurer sits on the Board of Directors and Executive Committee and makes reports to these groups at each meeting.  He/she is responsible for presenting any requested modifications to the approved yearly budget to these groups or the General Membership, according to the Washington State PTA Uniform bylaws. 

The Treasurer balances all bank accounts monthly, and submits duplicate bank statements to a non-signor on the Executive Committee for review and approval.   

Other responsibilities include:

· Maintain PTA’s professional licenses and non-profit registrations.  (i.e.: Incorporation renewals and Charitable Solicitations Act).  Ensure organization continues to meet the requirements for tax exemption as established in IRS.

· File W-2 or 1099-Misc. tax statements for employees or contractors employed by the PTA. (i.e.: Chess Coaches not aids, teachers, etc).

· Ensure the appropriate levels of Liability and Property insurance are purchased annually.  Monitor risk and liabilities of the PTA on an ongoing basis.

· Submit payments to Council, Regional and State PTA organizations, including membership fees and scholarship funds. 

· Actively monitor and balance the PTA Money Market accounts to maximize interest income. 

· Actively manage Charitable Contribution correspondence to maximize Corporate Matching income.

· Monitor the PTA Post Office mailbox and deliver mail as necessary.

· “Close” the books and submit for annual audit at the end of each school year.  

Volunteer Requirements:

· Time Requirements:  5 – 10 hours per week.  More during September, October, and fundraising periods.  

· Knowledge of financial software is helpful.

· Attend WA State PTA training courses:  “PTA & The Law” and “Money Matters”.
Medina Elementary PTA

Secretary Job Description

The Secretary shall take notes for all PTA meetings (about two meetings per month):

· General Membership Meetings

· Board of Directors

· Executive Committee 

Other responsibilities include:

· Help keep the meetings on track.

· Send email reminders for Exec Committee and Board of Directors meetings.

· Catalogue all of the meeting minutes in notebooks.

· Be familiar with the Standing Rules for the PTA in case of questions.

· House all of the records for the PTA either at home or filed in the PTA office at the school.

· Keep the notebook with all the legal documents readily accessible.
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