Watertown-Mayer Elementary School PTO Executive Positions
Position: Public Relations Director
The Public Relations member creates, publishes, and distributes clear, engaging communications to promote PTO events, initiatives, and updates, ensuring that families, teachers, and the school community stay informed and connected.
· Current PR member, Nicole Gohman, is willing to share current graphics and media and help the new PR person with any questions! 
Social Media Presence:
· Manage PTO social media accounts by creating and posting engaging content (Facebook). 
· Design promotional materials to raise awareness of PTO meetings, events, and fundraisers. 
ii. Yearly PTO Calendar with all PTO events listed. 
ii. PTO Meetings
ii. WMES Family Nights
ii. Teacher & Staff Appreciation 
ii. PTO Fundraiser information
1. School Supply Kits  
2. Family Fiesta Days with La Catrina
3. DQ Art Night Fundraisers 
4. Strides Family Event & Fun Walk 
· Monitor and respond to comments or messages to encourage positive interactions with the community.
· Technology programs to use: Google Suite (docs, forms), Sign up Genious, Canva. Additional programs can be used as well. 
DQ Art Night Coordinator (could be a separate PTO member, but does go well with the PR role)
· Communicate with the DQ General Manager to receive DQ Art Night Dates for the school year. 
· Create DQ Art Night Volunteer Sign up Genius form- share the form on Facebook to recruit volunteers. 
· Communicate with designated teachers and art hanging volunteers to remind them about their upcoming art night and offer suggestions regarding hanging the artwork. 
· Create DQ Art Night flyers for each art night to be given to each teacher to share with their class newsletter. 


Position: Vice President, Watertown Mayer Elementary School PTO
The Vice President of the Watertown Mayer Elementary School Parent-Teacher Organization (PTO) plays a vital role in supporting the organization’s mission to enhance the educational experience for students and foster a strong school community. This position requires a significant time commitment and active participation in PTO meetings, activities, and fundraising initiatives.
Key Responsibilities:
· Attend and contribute to regular PTO meetings, collaborating with the board and other members to plan and execute events.
· Assist in organizing and facilitating various PTO events, including Family Nights, Book Fairs, and Teacher Luncheons, with responsibilities that may include setup and cleanup.
· Support the PTO President by taking on tasks as needed, including leading meetings in the President's absence.
· Engage in fundraising activities, helping to identify opportunities and coordinate efforts to achieve financial goals for the school.
· Participate in shopping for supplies and materials necessary for events and activities.
· Serve as a resource and mentor for other PTO members, promoting a positive and inclusive environment.
Qualifications:
· Strong organizational and communication skills.
· Ability to work collaboratively with diverse groups of parents, teachers, and school administrators.
· A commitment to enhancing the educational environment at Watertown Mayer Elementary School.
Benefits:
· Opportunity to develop leadership skills and gain experience in nonprofit management.
· Potential pathway to the position of PTO President.
· Chance to make a meaningful impact on the school community.


Position: WMES PTO Secretary Job Summary
The primary job of the WMES PTO Secretary is to record and document a summary of each of the monthly PTO meetings.  The Secretary attends the monthly meeting and takes notes on topics discussed.  Notes are then transcribed into the monthly meeting minutes format.  
Meeting minutes are emailed to the WMES PTO President for review.  Occasionally there are WMES PTO Executive Board Member meetings in which the Secretary attends and records/documents the meeting minutes.  In addition, all other PTO member volunteer opportunities are available to the Secretary.  


Position: PTO President
The PTO President serves as the leader and primary representative of the Parent-Teacher Organization (PTO) at Watertown-Mayer Elementary School. This individual is responsible for overseeing the overall operations, activities, and initiatives of the PTO, ensuring that the organization’s objectives align with the school community’s needs. The PTO President will collaborate with school staff, parents, and other PTO officers to foster a supportive and engaging environment for both students and families.
Key Responsibilities:
· Leadership and Strategy:
· Provide overall leadership to the PTO, guiding the organization's mission and vision.
· Develop and implement strategic plans for the PTO in alignment with the school’s goals.
· Lead and preside over PTO meetings, ensuring they are organized, productive, and focused on actionable outcomes.
· Coordinate and work closely with PTO officers, committees, volunteers, and the school administration.
· Communication and Outreach:
· Serve as the primary point of contact between the PTO and school staff, parents, and the broader school community.
· Communicate regularly with parents, teachers, and school leadership about PTO activities, upcoming events, and volunteer opportunities.
· Promote PTO initiatives through newsletters, social media, and other channels.
· Event Planning and Fundraising:
· Oversee the planning, execution, and promotion of PTO events such as Strides for Students, Staff Appreciation Week, volunteer opportunities, and family engagement activities.
· Work with committees and volunteers to ensure successful event coordination and fundraising efforts.
· Financial Oversight:
· Collaborate with the PTO Treasurer to monitor and manage the organization's budget and finances.
· Approve expenditures and ensure proper allocation of funds for approved projects and events.
· Review and approve financial reports and provide updates to the school community as needed.
· Team Development and Volunteer Coordination:
· Recruit, mentor, and support volunteers and committee chairs to ensure smooth operations of PTO activities.
· Encourage and recognize volunteer participation and contributions to the school community.
· Collaboration with School Administration:
· Foster a positive relationship with the school’s leadership team and advocate for the needs and concerns of parents and students.
· Work with the school principal and teachers to identify opportunities for collaboration and support.
· Meet monthly with WMES Principal to ensure PTO and WMES are aligned on needs and objectives
· Governance and Policies:
· Ensure that the PTO operates in compliance with school policies and any legal or ethical standards.
· Oversee the organization’s bylaws and make recommendations for updates or revisions as necessary.
· Lead the nomination and election process for PTO officers at the end of the term.
Qualifications:
· Strong organizational, leadership, and communication skills.
· Experience in managing teams, projects, or events.
· Ability to work collaboratively with diverse groups, including school staff, parents, and volunteers.
· Passion for supporting the school community and advocating for students' needs.
Time Commitment:
The role of PTO President requires a moderate to high time commitment, especially during event planning and fundraising seasons. Meetings occur monthly, August thru June, with additional time needed for event coordination and communication.
Benefits:
· Opportunity to make a positive impact on the school community.
· Develop leadership, organizational, and communication skills.
· Collaborate with dedicated parents and educators to support the school’s mission.


Position: PTO Treasurer
Position Summary: The PTO Treasurer is a key member of the Parent-Teacher Organization (PTO) board, responsible for overseeing and managing the organization's financial matters. This role ensures that all financial transactions are accurately recorded, budgets are maintained, and funds are allocated appropriately for school programs, events, and initiatives. The Treasurer works closely with the PTO President, board members, and school administration to ensure the financial health and transparency of the organization.
Key Responsibilities:
1. Financial Management:
· Maintain and update accurate records of all financial transactions, including income, expenses, and reimbursements.
· Monitor bank accounts, ensuring all transactions are properly reconciled.
· Issue receipts for payments and donations.
2. Budgeting & Planning:
· Develop and present an annual PTO budget, in collaboration with the PTO board, that aligns with the organization’s goals and activities.
· Monitor the budget throughout the year, ensuring spending is within approved limits.
3. Reporting:
· Provide monthly financial reports to the PTO board, detailing income, expenses, and overall financial health.
4. Fundraising and Donations:
· Track and record all fundraising income, including donations, event proceeds, and sponsorships.
5. Compliance and Documentation:
· Prepare and file any required tax documents, such as the annual tax return (if applicable).
6. Collaboration and Communication:
· Collaborate with the PTO President and other board members to determine funding priorities and support PTO activities.
· Serve as a point of contact for questions related to PTO finances.
Qualifications:
· Strong understanding of basic accounting principles and financial management.
· Proven experience in budgeting, bookkeeping, or accounting (previous experience with nonprofit organizations is a plus).
· Detail-oriented with the ability to maintain accurate records.
· Proficient in spreadsheet software (Excel, Google Sheets, etc.).
· Excellent organizational, communication, and interpersonal skills.

