President

PTO EXECUTIVE BOARD

TYPICAL MONTHLY TASKS

0

0

0

Prepare for and lead PTO meetings

Make PTO Purchases

Review the Treasurer’s Report

Create and Post PTO Graphic for
Events/Reminoiers/Flgers/E’cc.

Thank Volunteers for events

Schedule and Coordinate Events

Oversee dll PTO Committees and be

dvailable to answer questions

TYPICAL ANNUAL TASKS

Finalize the activities calendar
with the Principal

Set a Schedule for Monthly Board

meetings

Create and Maintain Mon’cklj

PTO Calendar for school s'move

rﬁ Characteristics

Unoiers’como{ing and executing
the PTO mission and 9ooils to

credte a welcoming and

enriching environment for

parents, students and staff.

f Responsibilities

As President you will oversee
aspects to ensure the PTO is

staying aligned with its mission,

being active in the school

community and serve as the
lead ligison for the PTO for the

current school year.




Vice President

PTO EXECUTIVE BOARD

TYPICAL MONTHLY TASKS
O Assist the President

O Perform the President duties if the (, Characteristics

loresio(en’c is unable to Uno(ers‘tano(ing and executing

the PTO mission and 9ootls to
O Participate in executive board create a welcoming and

meetings enriching environment for
parents, students and staff.
O Monitor the PTO Facebook page

O Post PTO minutes to the Webpage

O Be an ambassador for the PTO
el g SRl f Responsibilities

TYPICAL ANNUAL TASKS Assist in leadership of

PTO to meet current
O Oversee event chairs dnd be a

aison to report to goals of the year. Oversee

committee and event

Q Oversee PTO web,oolge keeping coordinators.
events and date up to date

O Oversee fundraising selection,

lolomning dnd evaluation




Treasuwer

PTO EXECUTIVE BOARD

TYPICAL MONTHLY TASKS

O Make deposits for PTO functions

dand fundraisers.

(, Characteristics

O Reimburse teachers and volunteers
Uno(ers‘tano(ing and executing

FOV olloloroved exloeno(i‘t‘ureS. the PTO mission and 9ool|s to

create a welcomin9 and

O Create monthly treasurer report

enriching environment for

i TO ing.
for presentation at PTO meeting parents; students and stafe

O Provide dny necessary training to

committee chairs who collect

mo ney.

O Track event spending keeping [f Responsibili‘ties

within the budget. Manage all incoming

TYPICAL ANNUAL TAsks | and outgoing funds with

appropriate record

O Participate in creation of current

year and next year buo(get. keeloing.

O Participate in executive decisions

regarding fund distribution.

O Close out PTO funds at the end of
the year, prep for the next year.




Secretowry

PTO EXECUTIVE BOARD

TYPICAL MONTHLY TASKS
O Type up dgenda for general

mee’cings

Record meeting minutes and type
minutes up within a coulole o(o\ys

and send to VP and Treasurer

Madintdin o file of all minutes and

agenda

Attend board meetings and

par’cicipo\’ce in discussions

Manage the PTO Bulletin board

Put together and distribute staff
birthday gift/treat

Prepare sign in sheet for general

mee‘tings

TYPICAL ANNUAL TASKS

O Familiarize yourself with Robert’s

Rules of Order, minutes and agenda

(, Characteristics

Desire to serve the PTO, the
school and students. Under-
s’canding and executing the

PTO mission and goo\ls to cre-

ate a welcoming dnd enrich-

ing environment for parents,

students and staff.




