Job Description

Board Position: President 
Brief Summary of Job:

The president is responsible for directing the affairs of the association in cooperation with other members of the executive board.
Specific Responsibilities: (If there are specific timeframes and contacts for an activity, please include them)

· Presides over all meetings of the board and general membership.
· Serves as an ex-officio member on all committees with the exception of the Nominating Committee.
· Calls for required reports (Vice-President, Treasurer, etc.) at specified times and in accordance with established procedures.
· Consults with officers, chairmen, parents and teachers on educational priorities and association plans, as appropriate.
· Serves as a representative for the HPTA at required meetings and public forums.
· Coordinates the work of the officers and committees to ensure that association objectives are met.

· Oversees finances of organization to ensure fiscal responsibility.

· Delegates certain administrative duties to Vice-President, as appropriate.

· Keeps informed of all issues pertinent to association’s objectives.

· Networks with other community leaders, groups and agencies who share the Association’s goals.

· Serve as a liaison between the local PTA and state PTA communicating and sharing relevant information.

Key Individuals You Have To Work With:

Ongoing communications with all Town-wide Board Chairs with particular attention to the following:

· All executive board members including Vice-President, Secretary, Treasurer

· Vice President(s) of individual schools

· Communication Chairs:  Communications, The Runner and  Source Book Editors, Website Manager, Postscripts Editor

· Parent Program Coordinator

· Membership Chair

· Corporate Program Coordinator

· Fundraising Chair

· Resource Exchange Chair

· Silent Auction Chair
· Other individuals contacted on a periodic basis include event chairs.
Learnings to Pass On: (This could include what went well, what you would do differently, things to watch out for, etc.)

Detailed Duties: (Refer to Attached)

CALENDAR OF DUTIES

(where noted ensure responsible party is aware of duty)

JUNE

· Write and send letter to welcome incoming HPTA board members.

· Meet with key board positions to discuss plans for the year –Fundraising Chair, School 

· Vice-Presidents, Membership, Communications-(Runner, Postscripts, Source Book), Corporate Programs.

· Set Parent Program, Enrichment, and Fundraising dates for Source Book. (Parent Programs)

· Work with Source Book Coordinator for HPTA and the school district to establish timeframes.

· Prepare orientation for new volunteers.

· Prepare and distribute annual report.

· Set dates for all meetings for coming year – Board, VP and General meetings. General meetings include Fall/New Parent in September, Nominating Installation in February and June year-end meeting – and have Secretary request space for meetings.

· Update combined membership form.

· Set Theme.

· School Council reminders to building principals (School Council Coordinator)

· Prepare fundraising goals.

JULY

· Contact Communication Chairs to send local newspapers list of all new HPTA contacts and develop a system for publicity and media.

· Contact Runner and Postscripts editors to establish deadline dates for distribution.

· Work with secretary to ensure all supplies are ordered and paper is available for mass fall mailings.

· Coordinate/write Source Book letters – Fundraising, School Councils, HPTA overview and Budget

· Prepare for participation in PolyArts Festival on the Common, including sale of Cook Book if still available, Notes from Home and membership forms.

· Submit list of new leadership to MA PTA. (Secretary)

· Conduct orientation of new volunteers – (occurs at July Board Meeting).

· Verify status of Board Members CORIs – inform those Board members who will need to obtain a new CORI approval.

· File Annual Report with Mass PTA

· School Council reminders to building principals (School Council Coordinator)

AUGUST

· Write Runner and/or Postscripts Letter for September issue if there will be one.

· Set-up New Parent Orientation in coordination with Parent Program Chair.

· Meet with principals to introduce self and VP, discuss plans for the year, address questions/needs they may have and follow up re: School Council Vacancies

· Assist Parent Programs with establishing priorities and setting calendar

· Prepare for New Parent Orientation Meeting – letters sent home, space secured, speakers invited. (Parent Programs)

· Check on Source Book – mailing labels requested, distribution to School Committee, schools and Superintendent, distribution to library, President’s review of all submissions, ready for mailing in mid to late August.

· Meet with Fundraising Chair – Book Fairs, Fall Purchase Program, and other fall events set, event chairs oriented, space secured.

· Check with Vice-Presidents – set for Welcome Back Teacher Brunches/Lunches, have they met with their school boards/principal.  

· Prepare presentation for New Teachers Luncheon (usually late August).

· Begin preparations for General Meeting – invitation written/printed, invitation list, presenters, date established, room set, nameplates for new administrators, etc.

· Invite administrators to Gen. Meeting, and offer new administrators the opportunity to introduce themselves.

· Provide information to update Website to include new board members, backpack numbers, and President’s letter.

· Present at New Teacher’s Luncheon.

· Ensure Membership Drive is in place. Draft membership Welcome letter and send out reminder to all PY members that they must renew each year.

· Plan for submission of grants, investigate new grants.

· Brainstorm new fundraisers and begin planning.

· Write Teacher’s reimbursement fund letter for distribution in early September to coincide with time when most teachers are purchasing supplies.

· Ensure No Bake Sale Letter is written and off to printer for distribution in late August to coincide with start of school.

· School Council reminders to building principals (School Council Coordinator)

SEPTEMBER

· Prepare for General Meeting – speech, agenda, room set-up, invite Guida/Colella’s for recognition of program

· Check to be sure Source Books have arrived in homes.

· Prepare presentation for New Parent Orientation.

· Conduct First General Meeting in conjunction with New Parent Orientation.

· Notify all School Council candidates of their status following vote, notify

· principals of vote results, publish School Council results in Runner, Postscripts. (School Council Coordinator)

· Provide HPTA support to school Curriculum Nights. (School Based VPs)

· Ensure elementary volunteer forms are sent home. (School Based Volunteer Coordinators)

· Check on Book Fairs and Fall Purchase Program.

OCTOBER

· Write and send out Teacher Membership Request letter. (With Membership Chair)

· Send in State Membership Dues. (Membership)

· Establish Silent Auction Committee and attend the first Silent Auction planning meeting.

· Follow-up on use of volunteers: all volunteers in place, have Volunteer Coordinators received list of volunteers, have volunteers been contacted.

· Publicize results of early fundraisers.

· Send e-mail to remind members to renew, purge Membership list.

NOVEMBER

· Kick-off Reflections Program. (Reflections Volunteer)

· Check on Membership status – facilitate drive as needed.

· Check on Fall Purchase Program plans for distribution.

DECEMBER

· Begin planning for January activities early.

· Line up Silent Auction sponsors.

· Write Silent Auction donation letter with Silent Auction Chair.

· Prepare corporate sponsor thank you letter.

· Begin preparation for State of the Schools/HPTA General Meeting to take place in April prior to Town Meeting. Invite Superintendent and Chair of School Committee to speak. If there is an override, invite other key individuals related to the override as well.

JANUARY

· Write Silent Auction book letter. (Silent Auction Chair)

· Attend Silent Auction meetings.

· Contact Corporate Sponsor Chair and coordinate public recognition of Corporate Sponsors.

· Touch base with VP’s to ensure volunteers are being well-utilized.

· Begin discussions with Superintendent related to School Budget.

· Thank you letter to Corporate Sponsors.

· Initiate Nominating Committee process – solicit members for committee, orient Secretary

· to role.

· Begin updating job descriptions as needed in preparation for Nominating Committee.

· Check on Square 1 Art fundraiser – orders sent home, art classes beginning projects.

· Prepare and advertise February General Meeting and Volunteer Opportunity Fair

FEBRUARY

· Represent HPTA at HEF Dinner Dance.

· Publicize results of Reflections. (Reflections Chair)

· Propose members for Nominating Committee and have them voted in at February General Meeting and Volunteer Opportunity Fair

· Encourage parent participation in School Budget process.

· Attend Silent Auction meetings.

MARCH

· Write VIP invites to Silent Auction. (Silent Auction Chair)

· Review budget for unallocated funds, remind VP’s of money available.

· Prepare Annual Report timeline and instructions to Board.

· Begin planning for end-of-year lunch/brunch.

· Check to be sure that Book Fairs and Fall Purchase Programs are set with vendors for next year.

· Establish plans for SecretaryTeacher/Principal appreciation days/week. (Appreciation)

· Continue with Silent Auction planning which culminates with the event at the end of the month.

· Check on tax report filing. (Treasurer)

· Ensure HS Scholarship is publicized and plans are in place. (Scholarship Chair)

· Every third year, update HPTA bylaws with Bylaw committee. (last done in 05/06 school year)

APRIL

· Begin planning for next year’s Parent Programs (Parent Programs)

· Have out-going chairs copy all relevant information.

· Begin budget meetings.

· Ensure Nominating Committee is on track.

· Book Silent Auction site for next year.

· School Council reminders to building principals (School Council Coordinator)

MAY

· Begin work on next year’s Source Book calendar – speak to principals re: Open House dates.

· Conduct budget meetings.

· Check on final details with Nominating Committee – new slate of candidates prepared, confirmation letters ready to be sent.

· Gather annual report information. (Secretary)

· Plan for transition process to new board.

· Send confirmation letters to new board. (Nominating Committee)

· Prepare for end-of year lunch/brunch –menu, invitations printed, etc. (Secretary, Hospitality)

· Write President’s Letter for annual report.

· Ensure Mini-Marathon is all set and volunteers in place.

· Support schools with MCAS. (School Based VPs)

· Check on Teacher Appreciation Week plans. (School Based Appreciation)

· Review budget for unspent funds.

· School Council reminders to building principals (School Council Coordinator)

· Introduce incoming President and VP to Superintendent and begin discussing goals for next year.

JUNE

· Conduct last General Meeting, including elections for new board positions approval of next year’s budget and approval of Auditors. Every third year approve revised HPTA Bylaws.

· Ensure end-of-year book fairs are all set. (Book Fair Committee)

· Print annual report and distribute. (Secretary)

· Prepare final presentation to School Committee.

· Transition new board.

· Finalize end-of year lunch/brunch plans. (Hospitality)

· Prepare presentations to outgoing board members.

· Begin Source Book work – mail out calendar for next year and seek input on other organization’s dates.

· Continue to solicit candidates to fill any vacant remaining slots on Board.

· Submit all final bills/invoices for end of fiscal year.

· Pass the baton! or enjoy another year!

HPTA PRESIDENT

ONGOING MONTHLY ACTIVITY LIST

· Edit minutes from previous board meeting.

· Prepare/seek input for agenda for upcoming meeting.

· Conduct monthly board meetings.

· Contact individuals who will be presenting at board meeting.

· Write Letter from the President for The Runner and Postscripts.

· Meet with Superintendent of Schools.

· Meet with School Vice-Presidents (4-5 times during the year, more as needed).

· Recognize all volunteer efforts – send Thank you notes to Chairs post events.

· Watch/attend School Committee meetings and share appropriate information.

· Monitor publicity and communications – sandwich boards, newspaper articles, memos sent for upcoming events.

· Maintain/update master calendar.

· Review budget reports – monitor expenses, income.

Completed by: Jean Bertschmann
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