
JOB TITLE JOB DESCRIPTION 2026-27 LEAD PREVIOUS 
VOLUNTEER 

(2025-26) 

President 
40-100 Hours Annually Depending on Support Roles 

Oversees and coordinates the work of the Executive Board to 
run an effective PTA. Serves as the official contact and 

communicator of the PTA.

OPEN Beth Bowers 

VP Fundraising 
10-20 Hours Annually Depending on Support Roles 

Works as primary aide to the president in all fundraising 
activities. Performs president’s duties in his or her absence. 

Helps on committees as available.

OPEN OPEN 
(previously Janell P.) 

VP School Relations 
10-20 Hours Annually Depending on Support Roles 

Works as primary aide to the president in all school relations 
activities. Performs president's duties in his or her absence. 

Helps on committees as available.

OPEN Lindsey Roak-Yee 

VP Community 
10-20 Hours Annually Depending on Support Roles 

Works as primary aide to the president in all community 
activities. Performs president's duties in his or her absence. 

Helps on committees as available.

OPEN OPEN 
(previously Reina M.) 

Treasurer 
50-60  Hours Annually (5-6 monthly) 

Maintains permanent records to track funds and pays all bills 
by PTA. Prepares reports for every meeting and an annual 

financial budget and report.

OPEN Michelle Famestad 

Secretary 
10-12 Hours Annually (Tuesday PTA Meetings + Editing Notes)

Takes minutes at all board meetings. Handles correspondence 
as directed by the president. Maintains and preserve all PTA 

records to pass them on at end of term.

OPEN Katie Tabor 

Financial Secretary 
15-25 Hours Annually

Works closely with treasurer and other financial officers. Makes 
all deposits, keeps a record of all PTA funds collected.

OPEN Jacob Gleaton 

Technology & Membership 
10-15 Hours Annually 

Implements changes to the PTA website and handles incoming 
memberships through the website pulling reports as needed 

and rolling out technical solutions.

Anna Stoica-Zhang & 
Stephanie Beck 

Anna Stoica-Zhang & 
Stephanie Beck 

Auditor 
2-3 Hours Annually: 2 Annual Audits each approx 1 hour

Audits the books and financial records of a PTA to determine 
their accuracy annually. Forwards copies of adopted audits to 

council/district PTA as indicated in bylaws.

Andrei Stoica-Zhang Andrei Stoica-Zhang 

Parliamentarian 
2-3 Hours Annually: Ideally attends all PTA Meetings to make it 13 
Hours annually.

Assists the president to manage meetings and advises on 
parliamentary procedures and rules. Reviews bylaws every 

three years. Ensures board is operating within bylaws. 

Robert Nelson Robert Nelson 



Historian 
2-3 Hours Annually

Collects volunteer hours for meetings & events and submits 
annual historian report to district.

Anna Stoica-Zhang Anna Stoica-Zhang 

Volunteer Coordinator 
3-5 Hours Annually

Helps to manage the overall list of volunteers that are cleared 
to be on campus. Helps as needed to organize SignUpGenius 

account for all activities on campus.

Jessie Popa Jessie Popa 

Room Rep Coordinator (School Relations) 
5 Hours Annually (+ Attends all PTA Meetings)

Encourages communication between teachers and parents on 
what’s happening school wide. Attends PTA meetings and 

disseminates information to all room reps. Helps coordinate 
staff appreciation with TA Coordinator.

Erika Smith Erika Smith 

Teacher Appreciation (School Relations) 
10-15 Hours Annually (Mostly April-May)

Coordinates Teacher Appreciation Week and Staff Luncheons. 
Also works with Room Rep Coordinator on Teacher & Staff 

Birthdays.

Kerry Ordoins + Cori 
Sargent 

Kerry Ordoins + Cori 
Sargent 

Dolphin Art Lead (School Relations) 
30-40 Hours Annually Total (split between co-leads)

Manages the Dolphin Art Program. Works with local artist and 
all volunteers to ensure each class has representatives. Also 
manages overall supplies. This program will decrease in total 

hours starting in 2024-25 School Year.

Dana Masera + 
Jennifer Ross 

Dana Masera + 
Jennifer Ross 

After School Enrichment (School Relations) 
30-40 Hours Annually Total (split between co-leads) with much upfront 
work in late July/Early August & December

Selects, reaches out & confirms all After School Enrichment 
Programs. Needs to work with front office to ensure space and 

district to pull COIs. Also helps to market the classes 
school-wide with signups.

Jessica Cileo Jessica Cileo 

Social Media (School Relations) 
1-2 Hours Monthly over small increments of posts

Manages PTA Instagram Account & Facebook Page - 
announces all upcoming events and helps to communicate 

important information as needed.

Katie Tabor Katie Tabor 

Yearbook (School Relations) 
30-40 Hours Annually (Mostly in January - March and Heaviest in April)

Works to put together yearbook by coordinating with front 
office, individual classes and 5th grade parents. Also sells and 

distributes yearbooks to school.

Jessica Liefer & Laura 
Galloway  

Jessica Liefer & Laura 
Galloway   

Movie Night (Community) 
5-7 Hours Total (Mostly September)

Organizes movie night for student body & families to gather in 
the fall with food trucks and an outdoor screening of a movie. 

Reports on plans at Board Meetings.

OPEN Allison Harrington 

Bike Bus Coordinate and lead Bike Bus first friday of every month to and 
from school 

Laura Hatheway Laura Hatheay 

Donuts with Dazz (Community) 
5-7 Hours Total (Mostly Feb/March)

Build community by bringing loved ones together to enjoy 
breakfast with Dazz the Dolphin before school one morning.

Kendall Fish Kendall Fish 



Field Day Coordinator (Community) 
5-7 Hours Total (May) 

Plan stations, recruit  and organize volunteers for Field Day in 
May Aleia Wisbaum Aleia Wisbaum

Merrily We Walk To School (Community) 
5-7 Hours Total (Mostly Nov/Dec)

Build community by bringing loved ones together to enjoy 
breakfast with Dazz the Dolphin before school one morning.

OPEN Amanda Deardorff 

Kinder/New Family Lemonade (Community) 
5-7 Hours Total (Mostly August)

Creates a welcoming environment for incoming Kinder, TK, 
and Montessori  families to gather the day before school starts 

with refreshments & decor.

Laura Hatheway Laura Hatheway 

Mileage Club (Community) 
2-3 Hours Monthly plus 5-7 Hours in August to get setup

Mileage Club is a chance for students to track the mileage they 
walk or run on the school track and earn awards at certain mile 

markers. This position oversees charm distribution & multi 
display, creating all badges to scan and volunteer signups.

Jeff Cheetham, Neil 
Ross, & Alba Barraza 

Jeff Cheetham, Neil 
Ross, & Alba Barraza 

Multicultural Fair (Community) 
15-25 Hours (Mostly in month of event: January TBD)

Organize annual Multicultural Fair by organizing volunteer 
support of individual countries/tables to be represented. Help 

decorate the multi and promote the event.

Amber Amaral Wong Amber Amaral Wong 

Auction Chair (Fundraising) 
40-50 Hours Annually (Mostly January-April)

Organizes annual Auction with committee to create a 
successful silent auction, night out for parents & caregivers, 

and work with local businesses to gain sponsorships and 
donations providing tax receipts.

Erika Smith Janell Pomeroy & 
Erika Smith 

Jog-A-Thon Chair (Fundraising) 
20-25 Hours Annually (Mostly July-October)

Organize jog-a-thon event including setting up fundraising 
pages, communications school-wide and recruiting volunteers 

to help count laps.

Lindsey Roak-Yee, 
Jessica Cileo & Melissa 
Benson 

Lindsey Roak-Yee, 
Jessica Cileo & 
Melissa Benson 

Dine Outs Lead (Fundraising) 
2-3 Hours Quarterly (mostly over summer)

Work with local restaurants and businesses to organize events 
where families can eat out and earn the school a percentage of 

money back to the PTA.

Gina Collier & Thuan 
Ngo 

Gina Collier & Thuan 
Ngo 

Spirit Wear Lead (Fundraising) 
1-2 Hours Monthly plus 10-20 Hours in July/August to get setup

Help design, print and sell shirts and swag throughout the 
school year to support the PTA and show school spirit. Great 

for someone who is creative and organized.

Kendall Fish Kendall Fish 

See’s Candies Lead (Fundraising) 
10-12 Hours Annually (Mostly October/November)

Contacts See’s Fundraising; Distributes See’s Candies 
information to all parents, collects forms & checks and places 

master order. Then distributes candies.

OPEN OPEN 
(previously 
Sanela Causevic 
& Ms. Marhauer) 


	Aleia Wisbaum 
	Aleia Wisbaum 



