Job Description

Board Position:
HPTA General Vice President
Brief Summary of Job :
Assist the President and other HPTA volunteers as needed, to support the organization’s ongoing efforts and to provide volunteer assistance and coaching.  Note: this role changes from year to year, depending on the General Vice President and President.  

In general, the role involves:

- Providing assistance to the President.

- Participating in monthly Board meetings, HPTA General Meetings, and other meetings (see below).  Also, attending fundraising events as much as possible.  

- Providing assistance to committees or special projects as needed (see below).

- Acting as a contact person and representative of the President when questions arise.

- Acting as a liaison between parents and school when necessary.

Specific Responsibilities: 

1. Act as aide to the President.  

Work closely with the President on goal setting, decision making, policy setting, etc.  Be available for quick turnaround review/input.  Particulars vary with the way each President and Vice President divide up their roles.  This aspect of the VP role over the past year has included:

- 
participate in President’s routine meetings with school VPs; HPTA Secretary; monthly meetings with Superintendent of Schools; and special meetings such as with Assist. Superintendent or head of Teacher’s Union

- 
provide input on various issues as they arise, and suggest strategies

- 
review/edit President’s documents such as monthly letters to Runner and Postscripts; Planner letter; emails to Board; emails to general members; emails to faculty; donor letters, etc.

2. Orient committee chairpersons as needed, and provide ongoing support.  (Assignment of committee leads is done in conjunction with President.  For example, provided orientation to chairs of Parent Programs, Communications, Hospitality, Grantwriting)  Provided assistance as needed during the year (for example, assisted Parent Programs chairperson with planning, developing programs, and publicity).

3. Special projects: these vary from year to year and can include New Teacher Luncheon, policies/procedures, Bylaw review, assist particular committees that need direction or help, etc.
4. Provide input to Secretary’s drafts of meeting minutes, prior to distribution.  Be available to take minutes of Board Meetings, if the Secretary is absent 
Key Individuals You Have To Work With:

1. HPTA President – provide assistance, input, support. 

2. Secretary – review meeting minutes prior to distribution, meet every other month with Secretary,  President, Vice Presidents, Executive Board, etc.

3. Chairpersons of various committees.

4. Superintendent and other administrators/faculty as needed.

Learnings to Pass On: 

1. The role of Vice President can be what you want to make it.  It can involve as much or as little time and energy as you want to give (there’s always something to do!).  You should review the President job description, and work out expectations and roles with the President to ensure the best fit for your partnership.
2. Oftentimes the Vice President’s activities involve working “behind the scenes”.  

3. It is helpful to be available for quick turnaround – provide input to President on emerging issues; review documents before they are sent, etc.

4. Try to identify potential problems, and provide support before they get bigger.
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