PTA Officer Roles
https://www.georgiapta.org/local-pta-leaders/
[bookmark: _GoBack]PTA is an amazing group of parents, teachers, administrators and community members - all with the common goal to make every child's potential a reality. There are many other groups out there focused on raising money, but PTA is about more than dollars. PTA is committed to fostering family engagement and student success on every one of our campuses.
President - The Parent Teacher Association president serves as the managing executive of the PTA unit of his school site. PTA officer duties are defined by PTA unit bylaws, and the president must comply with the bylaws of the PTA. The PTA president trains, counsels and provides information to parents and teachers in the school district, according to PTA bylaws and oversees the activities of board officers and ad hoc committee chairmen. The president meets with the school principal to get status on current PTA officers, fills vacant officer positions in the site's PTA and makes PTA plans for the coming school year. The president holds brainstorming sessions with a team of officers, making and asking for suggestions. She recruits PTA chairmen and committee members. Delegating assignments to officers is also the responsibility of the president -- for example, he delegates which officer will handle the group's budget and treasury.  
Vice President - The vice president supports the president in providing leadership for the committee, helps set the agenda for the meetings and helps manage meetings in line with the agenda. The vice chair deputizes for the chair when necessary and assists in the organization and operation of the PTA.
Key responsibilities:
· Support the president in providing leadership.
· Chair any meetings that the president is unable to attend.
· Liaise with the committee and sub-committees organizing events.
· Welcome and involve other parents into the PTA.
Secretary - Secretary is a key committee member as they are responsible for ensuring effective communication links between committee members and between the PTA and the school. The secretary deals with all the correspondence that the PTA receives and helps the president ensure that committee meetings run smoothly. Building up a good relationship with the school, the secretary will help make sure that correspondence sent to the school is passed onto the PTA promptly. The secretary can arrange to leave PTA notices with the school office for distribution with school mailings / texts to parents. The secretary may also be involved in co-signing checks on behalf of the PTA.
Key responsibilities:
· Deal with correspondence
· Send email to committee to confirm date of next meeting
· Prepare agendas along with the president
· Write up the minutes of meetings
· Distribute minutes to all the committee
· Co-sign checks as required
· Prepare flyers, posters, tickets, etc., for events and distribute to class reps as necessary
Treasurer - The role of the treasurer is to manage and control the funds the PTA raises. The treasurer should record all income and expenditure, details of the amounts received and spent, and have the information available for every committee meeting plus:
· the balance of funds
· committed expenditure
· income, expenditure and profit from each event held
The treasurer should report on the current financial position at each committee meeting and this should be recorded in the minutes. The report should include an update on funds received and spent since the last report. If the treasurer is unable to attend a committee meeting, a written report should be sent to the chair, at least one or two days before the meeting. All financial decisions taken should be recorded in the minutes of the meeting. The treasurer also:
· Liaises with the bank
· Pays money into the bank account and reconciles bank statements
· Advises the bank of agreed changes to the bank mandate, i.e. those authorized to sign checks
· Raises and signs checks with a second committee member co-signing. The person co-signing must see what is being paid for before signing. The treasurer should sign last and keep all original invoices
· Withdraws money to provide a cash float for events
· Monitors funds held on account and discusses with the bank or building society, the use of higher rate investment accounts. Any decision to use an investment account, including the amount to be put in the account, should be taken by the whole committee.
Committee Members
Ordinary committee members work alongside the officers, contributing ideas, helping to organize events or running smaller projects. They also have an important role to play alongside the officers of the PTA in ensuring good communication with the rest of the school, encouraging participation and enthusiasm for the events organized by the PTA.
 

