PTA Executive Board Roles and Responsibilities:
President
· Preside at all PTA meetings and of the Executive Board 

· Develop agendas

· Review progress on Strategic Plan goals

· Coordinate the work of the PTA officers and committees

· Represent PTA at school and external meetings and events as needed

· Develop yearly budget in collaboration with Treasurer
· Approve PTA expenses
Secretary
· Schedule PTA meetings and meetings of the Executive Committee in coordination with school administration

· Maintain and communicate PTA master calendar

· Reserve meeting facilities

· Take minutes at each PTA meeting

· Prepare agendas for monthly meetings

· Distribute minutes from previous meeting for review and approval

· Post minutes to listserve

· Coordinate babysitting at meetings

· Maintain list of committee chairs
Treasurer
· Have custody of all funds of the organization

· Keep a full and accurate account of receipts and expenditures using Quickbooks

· Prepare and present written financial statements for PTA meetings

· Make disbursements as authorized by the president and process check requests

· Prepare and submit all necessary tax forms

· Have the accounts examined annually by the auditing committee

· Prepare an annual report for the Maryland PTA
Vice President for Communications & Operations
· Ensure smooth functioning of PTA operations including bylaws, audit committee, and nomination committee

· Ensure smooth functioning of communication systems including PTA mail boxes, PTA notice board, event posters, PTA Website, and Salamander’s Tale, and school directory
· Establish a database of members

· Establish online space for committee collaboration, communication and file sharing/archiving

Vice President for Events & Fundraising
· Maintain and track fundraising goals

· Collaborate with Membership Committee to ensure collection of funds and membership data

· Coordinate with Events Committee  and Secretary to determine event times and purpose

· Coordinate 10 year anniversary celebration

· Coordinate fundraising and donations for school events and collaborate with school to streamline fundraising efforts

Vice President for Academic & Community Support
· Organize teacher reimbursements

· Coordinate school support including Mini grant program and teacher/school activity needs

· Act as liaison to leadership team meetings

· Work with grade level liaisons to coordinate volunteer needs for the classrooms 

· Act as communication liaison between parents and school staff
· Coordinate PTA advocacy workgroups







