Job Description

Board Position: Hospitality
Brief Summary of Job:

Support “hospitality” actions for the HPTA.
Specific Responsibilities: 

· Solicit donations of beverages (cases of water & soda), food stuffs (salads & desserts) for New Teacher luncheon in late August.

· Coordinate New Teacher Luncheon (set-up, serving, clean-up)

· Coordinate New Teacher gifts for luncheon.

· Solicit baked good donations for all four HPTA General Meetings.

· Provide beverages for Parent Education Workshops/Programs
· Coordinate the spring brunch.
· Coordinate food for other events, as needed (e.g. coffees with the superintendent.)
Key Individuals You Have To Work With:

· Secretary for new teacher luncheon and spring brunch.
· President and VP for New Teacher luncheon

Learnings to Pass On: 

Documentation Attached: 
Completed by: Jean Bertschmann
Date: February 2, 2007
