Job Description

Board Position:  Square 1 Art Fundraiser


Brief Summary of Job:   Coordination of the Square 1 Art fundraiser in conjunction with the art teachers at Center, Elmwood, and Edward Hopkins schools.
Specific Responsibilities: (If there are specific timeframes and contacts for an activity, please include them)

· Contact Square 1 Art in October/November to confirm participation for the upcoming year.

· When packages arrive from Square 1, deliver them to the art teachers at each of the elementary schools.  

· When artwork is completed, send to Square 1, making sure each student is accounted for by checking homeroom lists.

· When order forms and magnets come in, distribute to schools and confirm that all information regarding due dates and payment are clear.

· On due date, collect all order forms (keeping schools separate).

· Send money collected to Treasurer; send order forms to Square 1 to be processed.

· When products arrive, separate by homeroom and deliver.

· Act as contact for parents who have any questions or problems with their order.

· Prepare spreadsheet to show profit by school.

Key Individuals You Have To Work With:

Art teachers at 3 elementary schools

Learnings to Pass On: (This could include what went well, what you would do differently, things to watch out for, etc.)

· This position requires at least 2 individuals in charge of the paperwork and at least 3 other volunteers to help distribute the final products.

· Submit a reminder article in The Runner for the month in which order forms are due from parents.

· When the order forms come in, make sure that all checks are made out to HPTA (not Square 1) and the shipping and handling is included.

Documentation Attached: (Copies of flyers, forms, articles, etc)

More detailed list of responsibilities

Completed by:  Kelly Zack

Date: January 22, 2007

