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Proctor Terrace Elementary

Parent Teacher Association

1711 Bryden Lane, Santa Rosa, CA 95404




www.ProctorTerracePTA.org

email:  ProctorPTABoard@gmail.com
707-522-3240

POSITION DESCRIPTION
Position Title:


PTA President
Term:
· Elected at the general PTA membership meeting in March.

· Officers assume their duties on June 1.

· Service continues through the following May.
Knowledge, Skills & Abilities:
A successful PTA President will demonstrate:
· Leadership skills
· Ability to motivate others

· Verbal and written communication skills

· Proficiency with email and attachments

· Organizational skills

· Working knowledge of parliamentary procedure for conducting meetings

· Working knowledge of PTA Bylaws

Meeting & Event Attendance Requirements
The PTA President shall attend:
1. PTA Executive Board Meetings, monthly during the school year.
2. PTA Executive Board Meetings, ad hoc during the summer months.
3. PTA General Membership Meetings, monthly during the school year.
4. 14th District PTA meetings as needed, including regional trainings.

5. Delegate to the annual California State PTA Convention.

6. Proctor Terrace faculty meetings as needed to promote PTA events and activities.

7. Event planning or other committee meetings as needed.

8. PTA-sponsored events whenever possible.

9. School Board meetings whenever possible.

Essential Functions:
1. Presides over Executive Board and General Membership meetings.

2. Coordinates the work of PTA officers and committees.

3. Is a member ex-officio of all standing committees and special event committees.

4. Is authorized to co-sign checks and requests for payment.

5. Other duties as described in the bylaws or as assigned.
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POSITION DESCRIPTION
Position Title:


PTA Vice President
Term:
· Elected at the general PTA membership meeting in March.

· Officers assume their duties on June 1.

· Service continues through the following May.
Knowledge, Skills & Abilities:
A successful PTA Vice President will demonstrate:
· Leadership skills

· Ability to motivate others

· Verbal and written communication skills

· Proficiency with email and attachments

· Organizational skills

· Working knowledge of parliamentary procedure for conducting meetings in the President’s absence

· Working knowledge of PTA Bylaws

Meeting & Event Attendance Requirements

The PTA Vice President shall attend:
1. PTA Executive Board Meetings, monthly during the school year.

2. PTA Executive Board Meetings, ad hoc during the summer months.

3. PTA General Membership Meetings, monthly during the school year.

4. 14th District PTA meetings as needed, including regional trainings.

5. PTA-sponsored events whenever possible.

6. Other meetings as needed.
Essential Functions:
1. Presides over Executive Board and General Membership meetings in the absence of the President.

2. Is authorized to co-sign checks and requests for payment.

3. Other duties as described in the bylaws or as assigned.
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POSITION DESCRIPTION
Position Title:


PTA Secretary
Term:
· Elected at the general PTA membership meeting in March.

· Officers assume their duties on June 1.

· Service continues through the following May.
Knowledge, Skills & Abilities:
A successful PTA Secretary will demonstrate:
· Verbal and written communication skills

· Proficiency with email and attachments, and with word processing software
· Organizational skills

· Working knowledge of parliamentary procedure for conducting meetings

· Working knowledge of PTA Bylaws

Meeting & Event Attendance Requirements

The PTA Secretary shall attend:
1. PTA Executive Board Meetings, monthly during the school year.

2. PTA Executive Board Meetings, ad hoc during the summer months.

3. PTA General Membership Meetings, monthly during the school year.

4. 14th District PTA meetings as needed, including regional trainings.

5. PTA-sponsored events whenever possible.

6. Other meetings as needed.
Essential Functions:
1. Prepares agendas for and records minutes at Executive Board and General Membership meetings.

2. Is authorized to sign requests for payment.

3. Works in conjunction with the Membership Chair to maintain a current list of the paid members of the association.

4. Other duties as described in the bylaws or as assigned.
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POSITION DESCRIPTION
Position Title:


PTA Treasurer
Term:
· Elected at the general PTA membership meeting in March.

· Officers assume their duties on June 1.

· Service continues through the following May.
Knowledge, Skills & Abilities:
A successful PTA Treasurer will demonstrate:
· Competency with, or ability to learn QuickBooks software

· Verbal and written communication skills

· Proficiency with email and attachments

· Organizational skills

· Working knowledge of PTA Bylaws

Meeting & Event Attendance Requirements

The PTA Treasurer shall attend:
1. PTA Executive Board Meetings, monthly during the school year.

2. PTA Executive Board Meetings, ad hoc during the summer months.

3. PTA General Membership Meetings, monthly during the school year.

4. 14th District PTA meetings as needed, including regional trainings.

5. PTA-sponsored events whenever possible.

6. Other meetings as needed.
Essential Functions:
1. Prepares authorizations for payment and writes checks, keeping records in QuickBooks.

2. Is authorized to co-sign checks.

3. Prepares the annual budget and monthly accounting reports for meetings.

4. Files PTA tax returns, insurance, independent contractor reporting forms, etc.

5. Obtains cash box starting balance for PTA events and collects proceeds at event conclusion, depositing promptly as outlined in the bylaws.

6. Other duties as described in the bylaws or as assigned.
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POSITION DESCRIPTION
Position Title:


PTA Historian
Term:
· Elected at the general PTA membership meeting in March.

· Officers assume their duties on June 1.

· Service continues through the following May.
Knowledge, Skills & Abilities:
A successful PTA Historian will demonstrate:
· Verbal and written communication skills

· Proficiency with email and attachments

· Organizational skills

· Working knowledge of PTA Bylaws

Meeting & Event Attendance Requirements

The PTA Historian shall attend:
1. PTA Executive Board Meetings, monthly during the school year.

2. PTA Executive Board Meetings, ad hoc during the summer months.

3. PTA General Membership Meetings, monthly during the school year.

4. 14th District PTA meetings as needed, including regional trainings.

5. PTA-sponsored events whenever possible.

6. Other meetings as needed.
Essential Functions:
1. Compiles and preserves a record of the activities, achievements and volunteer hours of the association.
2. Files annual report to the California State PTA in conjunction with the PTA President.

3. Serves as custodian of records and other materials pertinent to the history of the association.

4. Other duties as described in the bylaws or as assigned.
