
 

 

PTO EXECUTIVE BOARD POSITIONS 

Open for 2026-2027 School Year 

Secretary (minimum 2 year term) 

• Types up the agenda for the upcoming meeting 

• Emails the agenda out to all members 1 week prior to the meeting 

• Takes minutes at the meeting. 

• Sends reminders for monthly PTO board meetings including 

treasurer's report, minutes, and agendas 

• Distributes building usage forms to all chair members of events to fill out 

and submit to building secretary 

• Creates Monthly Newsletters to send to PTO Members 

• Any other duties assigned by the President/EVP 

 

GRADE PEAK-2  VICE PRESIDENT (minimum 2 year term) 

Grades Peak-2 Vice President shall have the following responsibilities:   

• Assist the Treasurer in collection of classroom party money.   

• Liaison person with the School for Grades Peak-2 field trips expenses.   

• Chair person for the New Parent Welcome Event   

• Co-Chair person for the PTO installation dinner.  

• Assign Class Parent for grades PEAK-2  

GRADE 3-5  VICE PRESIDENT (minimum 2 year term) 

Grades 3-5 Vice President shall have the following responsibilities:  

• Assist the Treasurer in collection of classroom party money.  

• Liaison person with the School for Grades 3-5 field trips expenses.  

• Chair person for the Grades 3-5 Social Event.   

• Co-Chair person for the PTO installation dinner  

• Assign class parents for the designated grade levels  

 



GRADE 6-8 VICE PRESIDENT (minimum 2 year term) 

Grades 6-8 Vice President shall have the following responsibilities:  

• Assist the Treasurer in collection of classroom party money.   

• Liaison person with the School for Grades 6-8 field trips expenses.  

• Collection of funds for the 8th grade activities  

• Assign class parents for the designated grade levels  

 

 

*Please email Mountainsidenjpto@gmail.com if interested by April 23rd 2026* 

mailto:Mountainsidenjpto@gmail.com

