
PTA Secretary Responsibilities 
 

​Works closely with the board to help run the PTA 
​Take notes at the meetings - have them uploaded to the PTA drive by the  
Monday following the meeting 

​Share the notes with PTA members 10 days prior to meeting dates  
​Share meeting notes with web master by the Monday following the 
meeting 

​Work with the president on meeting agenda 
​Share agenda with board, principal, teacher representatives 1 week 
before meeting 

​Approve Facebook member requests monthly 
​Work with board to communicate with school secretary on Gazette PTA 
news - this needs to be submitted by Wednesday each week 

​Have a current copy of the universal bylaws and keep up to date on them  
 

 
 
August: 

​Attend Board Meeting to help set the upcoming budget, meeting dates and event 
dates and take notes 

​Prepare information for “back to school blast” and meet the teacher nights 
​Look at the universal bylaws and make sure they are up to date. Communicate 
these and any changes to the board 

​Work with the president on meeting agenda 
​Share agenda with board, principal, teacher representatives 1 week 
before meeting 

​Take notes at the meetings - have them uploaded to the PTA drive by the  
Monday following the meeting 

​Share the notes with PTA members 10 days prior to meeting dates  
​Share meeting notes with web master by the Monday following the 
meeting 

​Approve Facebook member requests monthly 
​Check in with school secretary before approving - ask her if the people 
have kids who attend GLE 

​ If yes, approve, if no, message them letting them know this is a private 
page for GLE parents, staff and students 

 



 
September: 

​Work with the president on meeting agenda 
​Support the events for the month 

​Share agenda with board, principal, teacher representatives 1 week 
before meeting 

​Attend Board/PTA meeting 
​Take notes at the meetings - have them uploaded to the PTA drive by the  
Monday following the meeting 

​Share the notes with PTA members 10 days prior to meeting dates  
​Share meeting notes with web master by the Monday following the 
meeting 

​Approve Facebook member requests monthly 
​Check in with school secretary before approving - ask her if the people 
have kids who attend GLE 

​ If yes, approve, if no, message them letting them know this is a private 
page for GLE parents, staff and students 

 
 
October: 

​Support the events for the month 
​Work with the president on meeting agenda 

​Share agenda with board, principal, teacher representatives 1 week 
before meeting 

​Attend Board/PTA meeting 
​Take notes at the meetings - have them uploaded to the PTA drive by the  
Monday following the meeting 

​Share the notes with PTA members 10 days prior to meeting dates  
​Share meeting notes with web master by the Monday following the 
meeting 

​Approve Facebook member requests monthly 
​Check in with school secretary before approving - ask her if the people 
have kids who attend GLE 

​ If yes, approve, if no, message them letting them know this is a private 
page for GLE parents, staff and students 

 
November: 

​Support the events for the month 
​Work with the president on meeting agenda 



​Share agenda with board, principal, teacher representatives 1 week 
before meeting 

​Attend Board/PTA meeting 
​Take notes at the meetings - have them uploaded to the PTA drive by the  
Monday following the meeting 

​Share the notes with PTA members 10 days prior to meeting dates  
​Share meeting notes with web master by the Monday following the 
meeting 

​Approve Facebook member requests monthly 
​Check in with school secretary before approving - ask her if the people 
have kids who attend GLE 

​ If yes, approve, if no, message them letting them know this is a private 
page for GLE parents, staff and students 

 
December: 

​Support the events for the month 
​Work with the president on meeting agenda 

​Share agenda with board, principal, teacher representatives 1 week 
before meeting 

​Attend Board/PTA meeting 
​Take notes at the meetings - have them uploaded to the PTA drive by the  
Monday following the meeting 

​Share the notes with PTA members 10 days prior to meeting dates  
​Share meeting notes with web master by the Monday following the 
meeting 

​Approve Facebook member requests monthly 
​Check in with school secretary before approving - ask her if the people 
have kids who attend GLE 

​ If yes, approve, if no, message them letting them know this is a private 
page for GLE parents, staff and students 

 
January: 

​Support the events for the month 
​Work with the president on meeting agenda 

​Share agenda with board, principal, teacher representatives 1 week 
before meeting 

​Attend Board/PTA meeting 
​Take notes at the meetings - have them uploaded to the PTA drive by the  
Monday following the meeting 



​Share the notes with PTA members 10 days prior to meeting dates  
​Share meeting notes with web master by the Monday following the 
meeting 

​Approve Facebook member requests monthly 
​Check in with school secretary before approving - ask her if the people 
have kids who attend GLE 

​ If yes, approve, if no, message them letting them know this is a private 
page for GLE parents, staff and students 

 
February: 

​Support the events for the month 
​Work with the president on meeting agenda 

​Share agenda with board, principal, teacher representatives 1 week 
before meeting 

​Attend Board/PTA meeting 
​Take notes at the meetings - have them uploaded to the PTA drive by the  
Monday following the meeting 

​Share the notes with PTA members 10 days prior to meeting dates  
​Share meeting notes with web master by the Monday following the 
meeting 

​Approve Facebook member requests monthly 
​Check in with school secretary before approving - ask her if the people 
have kids who attend GLE 

​ If yes, approve, if no, message them letting them know this is a private 
page for GLE parents, staff and students 

 
March: 

​Support the events for the month 
​Work with the president on meeting agenda 

​Share agenda with board, principal, teacher representatives 1 week 
before meeting 

​Attend Board/PTA meeting 
​Take notes at the meetings - have them uploaded to the PTA drive by the  
Monday following the meeting 

​Share the notes with PTA members 10 days prior to meeting dates  
​Share meeting notes with web master by the Monday following the 
meeting 

​Approve Facebook member requests monthly 



​Check in with school secretary before approving - ask her if the people 
have kids who attend GLE 

​ If yes, approve, if no, message them letting them know this is a private 
page for GLE parents, staff and students 

 
April: 

​Support the events for the month 
​Work with the president on meeting agenda 

​Share agenda with board, principal, teacher representatives 1 week 
before meeting 

​Attend Board/PTA meeting 
​Take notes at the meetings - have them uploaded to the PTA drive by the  
Monday following the meeting 

​Share the notes with PTA members 10 days prior to meeting dates  
​Share meeting notes with web master by the Monday following the 
meeting 

​Approve Facebook member requests monthly 
​Check in with school secretary before approving - ask her if the people 
have kids who attend GLE 

​ If yes, approve, if no, message them letting them know this is a private 
page for GLE parents, staff and students 

 
May: 

​Support the events for the month 
​Work with the president on meeting agenda 

​Share agenda with board, principal, teacher representatives 1 week 
before meeting 

​Attend Board/PTA meeting 
​Take notes at the meetings - have them uploaded to the PTA drive by the  
Monday following the meeting 

​Share the notes with PTA members 10 days prior to meeting dates  
​Share meeting notes with web master by the Monday following the 
meeting 

​Approve Facebook member requests monthly 
​Check in with school secretary before approving - ask her if the people 
have kids who attend GLE 

​ If yes, approve, if no, message them letting them know this is a private 
page for GLE parents, staff and students 

 



June: 
​Support the events for the month 
 

 
July: 
 
 
 
 
 


