PTA Vice President Responsibilities

[J Works closely with the president to help run the PTA
[J Member growth and retention
[J Invite others to attend and join the PTA
[J Be present on information nights
(J Manage Member Hub
[J Update Board Positions
(J Add new members
[J Inform treasurer of dues
[ Step in for president and other positions as needed
[J Run meetings if president is not able to attend
[J Attend local or national events if the president requests or can not

attend
August:
[J Attend Board Meeting to help set the upcoming budget, meeting dates and event
dates

[J Prepare information for “back to school blast” and meet the teacher nights
[J Adjust board positions in Member Hub (if members have changed)

[J Create all events on PTA Facebook page (meeting and events hosted by the
PTA)

September:
[J Attend meet the teacher nights to greet parents

[J Prepare and get out information sheet on the PTA and other important
information

[J Attend Board/PTA meeting
[J Input all PTA members into member hub
[J Inform treasurer of fees
[J (Optional to assign to chair) Student Directory
[J Collect information on a google doc
[J Export information (end of the month)
[J Sort and fill in blanks where needed with school secretary
[J Send to all participants (first week in October)



October:
[J Support the events for the month
[J Attend Board/PTA meeting

November:
[J Support the events for the month
[J Attend Board/PTA meeting

December:
[J Support the events for the month
[J Attend Board/PTA meeting

January:
[J Support the events for the month
[J Attend Board/PTA meeting

February:
[J Support the events for the month
[J Attend Board/PTA meeting

March:
[ Support the events for the month
[J Attend Board/PTA meeting

April:
[J Support the events for the month
[J Attend Board/PTA meeting

May:
[J Support the events for the month
[J Attend Board/PTA meeting
June:

[J Support the events for the month

July:






