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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:			Standing Committee Chair

Term:
· Appointed by the PTA President, subject to the ratification of the executive board.
· Assume their duties on July 1.
· Service continues through the following June.

Knowledge, Skills & Abilities:
A successful Standing Committee Chair will demonstrate:
· Organizational skills
· Ability to motivate others
· Verbal and written communication skills
· Proficiency with email and attachments
· Working knowledge of PTA Bylaws as they pertain to committees

Meeting & Event Attendance Requirements
The Standing Committee Chair 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.  May be asked to make presentations to the membership.
4. Committee Meetings for their respective committee.
5. Proctor Terrace faculty meetings as needed to promote PTA activities.
6. Other meetings as needed.

Essential Functions:
1. Carries out specific responsibilities described on position-specific addendum.
2. Follows meeting protocols as outlined in the bylaws.
3. Coordinates work with the PTA President. Presents plans of work to the Executive Board for approval.  No work shall be undertaken without the consent of the Executive Board. 
4. Promotes activities within the school community.  All newsletters, fliers and or/notices require approval by the school principal prior to distribution.
5. Compiles an annual report of activities and files it with the President.
6. Adheres to budget and cash-handling procedures outlined by the Executive Board.
7. Other duties as described in the bylaws or as assigned.
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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:			Special Event / Activity Committee Chair

Term:
· Appointed by the PTA President, subject to the ratification of the executive board.
· Assume their duties as appropriate for the timing of the event.
· Service continues through the conclusion and wrap-up of the event.

Knowledge, Skills & Abilities:
A successful Special Event / Activity Committee Chair will demonstrate:
· Organizational skills
· Ability to motivate others
· Verbal and written communication skills
· Proficiency with email and attachments
· Working knowledge of PTA Bylaws as they pertain to committees

Meeting & Event Attendance Requirements
The Special Event / Activity Committee Chair shall attend:
1. PTA Executive Board Meetings, as invited, during the school year.
2. PTA Executive Board Meetings, if needed based on the timing of the event, ad hoc during the summer months.
3. PTA General Membership Meetings, monthly during the school year.  Will give a report at the meetings before and after the special event.
4. Committee Meetings for their respective committee.
5. Proctor Terrace faculty meetings as needed to promote PTA events.
6. Other meetings as needed.

Essential Functions:
1. Carries out specific responsibilities described on position-specific addendum.
2. Follows meeting protocols as outlined in the bylaws.
3. Coordinates work with the PTA President. Presents plans of work to the Executive Board for approval.  No work shall be undertaken without the consent of the Executive Board.  
4. Promotes event within school community.  All newsletters, fliers and or/notices require approval by the school principal prior to distribution.
5. Compiles an annual report of activities and files it with the President.
6. Adheres to budget and cash-handling procedures outlined by the Executive Board.
7. Other duties as described in the bylaws or as assigned.




POSITION DESCRIPTION ADDENDUM

Position Title:			Standing Committee Chair
							After-School Enrichment Program Coordinator

Specific Responsibilities:
· Program Coordinator for enrichment activities held at Proctor Terrace.
· Researches available programs in the community.
· Contacts those who conduct the program.
· Coordinates room availability and placement of activities on campus.
· Promotes programs to students.





POSITION DESCRIPTION ADDENDUM

Position Title:			Standing Committee Chair
							Assembly Program Coordinator

Specific Responsibilities:
· Program Coordinator for student body assemblies held at Proctor Terrace.
· Researches available programs in the community.
· Contacts those who conduct the program.
· Coordinates assembly schedule.





POSITION DESCRIPTION ADDENDUM

Position Title:			Standing Committee Chair
							eScrip

Specific Responsibilities:
· Program Coordinator for eScrip at Proctor Terrace.
· Promotes eScrip enrollment.
· Administers online program.








POSITION DESCRIPTION ADDENDUM

Position Title:			Standing Committee Chair
							Facebook Page

Specific Responsibilities:
· Coordinates use of facebook as a social networking promotional tool at Proctor Terrace.
· Aware of PTA-sponsored activities and events to ensure promotion on facebook.
· Approves group membership requests.
· Monitors facebook group postings as needed.
· Removes any inappropriate postings.





POSITION DESCRIPTION ADDENDUM

Position Title:			Standing Committee Chair
							Marquee Message Coordinator

Specific Responsibilities:
· Coordinates messages posted on the marquee sign.
· Responsible for timely updates to messages.
· Aware of PTA-sponsored activities and events to ensure inclusion in marquee messages.





POSITION DESCRIPTION ADDENDUM

Position Title:			Standing Committee Chair
							Membership Committee Chair

Specific Responsibilities:
· Conducts membership campaign.
· Responsible for administration of online membership tool; remits membership information per guidelines.
· Provides updated membership roster to PTA Secretary prior to each general membership meeting.
· Provides membership card to new members.







POSITION DESCRIPTION ADDENDUM

Position Title:			Standing Committee Chair
							Room Parent & PTA Liaison

Specific Responsibilities:
· Communicates PTA news and requests to room parents.
· Follows-up and ensures participation from each classroom as needed for PTA events and activities.
· Point-person between classroom representatives and the PTA Board.
· Working knowledge of PTA procedures and events and ability to be a resource to explain them when questions are asked, or find information and report back.





POSITION DESCRIPTION ADDENDUM

Position Title:			Standing Committee Chair
							Safe Routes to School Coordinator

Specific Responsibilities:
· Coordinates and promotes “Walk and Roll to School” event.
· Liaison with Sonoma County Bicycle Coalition for Safe Routes to School program.
· Coordinates program-related special events (bike rodeo, golden sneaker competition, etc.).





POSITION DESCRIPTION ADDENDUM

Position Title:			Standing Committee Chair
							Tiger Talk PTA Newsletter Editor

Specific Responsibilities:
· Publishes PTA newsletter.
· Aware of PTA-sponsored activities and events to ensure adequate representation in newsletter.
· Contacts pertinent individuals to request article submissions.
· Edits content, responsible for newsletter design and layout.





POSITION DESCRIPTION ADDENDUM

Position Title:			Standing Committee Chair
							Website Administrator

Specific Responsibilities:
· [bookmark: _GoBack]Publishes content on PTA website.
· Aware of PTA-sponsored activities and events to ensure adequate representation on website.
· Contacts pertinent individuals to request information submissions.
· Makes individuals aware of website capabilities to maximize utilization appropriate for events and activities.  (i.e. online registration, online purchases, online donations, etc.)





POSITION DESCRIPTION ADDENDUM

Position Title:			Special Event / Activity Committee Chair
							Student Agenda Coordinator

Specific Responsibilities:
· Coordinates student agenda distribution at the beginning of the school year.
· Orders sufficient quantity of student agendas.
· Tracks and reports individual student agenda purchases.





POSITION DESCRIPTION ADDENDUM

Position Title:			Special Event / Activity Committee Chair
							Book Fair Coordinator

Specific Responsibilities:
· Coordinates and promotes Scholastic Book Fair event.
· Orders sufficient quantity of books and materials.
· Ensures adequate staffing during open hours of book fair.







POSITION DESCRIPTION ADDENDUM

Position Title:			Special Event / Activity Committee Chair
							Books and Beyond Coordinator

Specific Responsibilities:
· Coordinates and promotes Books & Beyond reading program.
· Secures donations for incentive awards.
· Tracks student participation.





POSITION DESCRIPTION ADDENDUM

Position Title:			Special Event / Activity Committee Chair
							Dance – Student Event Coordinator

Specific Responsibilities:
· Coordinates and promotes an evening dance event for the Proctor Terrace student body.
· Secures entertainment, adult supervision, refreshments, etc.





POSITION DESCRIPTION ADDENDUM

Position Title:			Special Event / Activity Committee Chair
							Dine & Donate Coordinator

Specific Responsibilities:
· Coordinates and promotes Dine & Donate events.
· Contacts local restaurants regarding participation.






POSITION DESCRIPTION ADDENDUM

Position Title:			Special Event / Activity Committee Chair
							Dinner, Dance & Auction Chair

Specific Responsibilities:
· Coordinates and promotes annual fundraising dinner, dance and auction.
· Coordinates silent auction and live auction item donations.
· Secures event venue, entertainment, auctioneer, caterer, etc.





POSITION DESCRIPTION ADDENDUM

Position Title:			Special Event / Activity Committee Chair
							Family Directory Coordinator

Specific Responsibilities:
· Coordinates and publishes annual student/family address & phone directory.
· Coordinates advertising sponsors.
· Ensures accurate data entry.





POSITION DESCRIPTION ADDENDUM

Position Title:			Special Event / Activity Committee Chair
							Garden Grant Writer

Specific Responsibilities:
· Secures funding sources for the Proctor Terrace Garden.
· Works in conjunction with Garden Coordinator (contracted position) to seek out grant funding opportunities.
· Completes grant applications.







POSITION DESCRIPTION ADDENDUM

Position Title:			Special Event / Activity Committee Chair
							Garden Farmers’ Market Coordinator

Specific Responsibilities:
· Coordinates and promotes sale of goods harvested from the Proctor Terrace Garden.
· Accepts donations of additional locally-grown items to supplement inventory.
· Works in conjunction with Garden Coordinator (contracted position) to minimize waste and spoilage of garden harvest.





POSITION DESCRIPTION ADDENDUM

Position Title:			Special Event / Activity Committee Chair
							Grant Writer

Specific Responsibilities:
· Secures funding sources for Proctor Terrace School programs.
· Awareness of grant funding opportunities.
· Completes grant applications.







POSITION DESCRIPTION ADDENDUM

Position Title:			Special Event / Activity Committee Chair
							Girls on the Run Coach

Specific Responsibilities:
· Coordinates and promotes student participation in the Girls on the Run program.
· Holds regular practices.
· Ensures participation in regional events.








POSITION DESCRIPTION ADDENDUM

Position Title:			Special Event / Activity Committee Chair
							Ice Cream Social Coordinator

Specific Responsibilities:
· Coordinates and promotes back-to-school Ice Cream Social.
· Obtains adequate supplies of refreshments.
· Recruits volunteers to serve at the event.





POSITION DESCRIPTION ADDENDUM

Position Title:			Special Event / Activity Committee Chair
							Movie Night(s)

Specific Responsibilities:
· Coordinates and promotes Family Movie Night(s) at Proctor Terrace.
· Coordinates available dates and projectionist.
· Selects age-appropriate movies to be shown.
· Coordinates available refreshments.






POSITION DESCRIPTION ADDENDUM

Position Title:			Special Event / Activity Committee Chair
							Odyssey of the Mind Coordinator

Specific Responsibilities:
· Coordinates and promotes Odyssey of the Mind program at Proctor Terrace.
· Recruits team coaches.
· Serves as a resource for coaches.
· Liaison between Proctor Terrace teams and Redwood Regional Odyssey of the Mind.






POSITION DESCRIPTION ADDENDUM

Position Title:			Special Event / Activity Committee Chair
							Student Store Coordinator

Specific Responsibilities:
· Coordinates and promotes Student Supply Store conducted on class list posting day.
· Obtains class list supplies from teachers.
· Secures adequate supplies of specific, hard-to-find items.
· Collates supply kits for Kindergarten and Grade 1.





POSITION DESCRIPTION ADDENDUM

Position Title:			Special Event / Activity Committee Chair
							Teacher & Staff Appreciation Coordinator

Specific Responsibilities:
· Coordinates and Teacher and Staff Appreciation events.
· Coordinates luncheon during the week before winter break.





POSITION DESCRIPTION ADDENDUM

Position Title:			Special Event / Activity Committee Chair
							Tigerfest Chair

Specific Responsibilities:
· Coordinates and promotes Halloween carnival held the Sunday before Halloween.
· Secures entertainment (DJ, rental games & attractions), refreshments, prizes, contests, etc.
· Recruits volunteers to run carnival games, supervise rental equipment, etc.






POSITION DESCRIPTION ADDENDUM

Position Title:			Special Event / Activity Committee Chair
							Tiger Togs Coordinator

Specific Responsibilities:
· Coordinates and promotes sale of Proctor Terrace tiger logo apparel items.
· Orders adequate supplies, styles and variety of sizes.
· Makes sample items available for display at events as needed.
· Fills orders promptly.



POSITION DESCRIPTION ADDENDUM

Position Title:			Special Event / Activity Committee Chair
							Welcome Coffee (First Day of School)

Specific Responsibilities:
· Coordinates and promotes Welcome Coffee on the first day of school.
· Obtains adequate supplies.




POSITION DESCRIPTION ADDENDUM

Position Title:			Special Event / Activity Committee Chair
							Walk-A-Thon Chair

Specific Responsibilities:
· Coordinates and promotes annual Walk-A-Thon event.
· Obtains sponsors, promotional incentives, etc.
· Coordinates classroom theme participation.



POSITION DESCRIPTION ADDENDUM

Position Title:			Special Event / Activity Committee Chair
							Yearbook Editor

Specific Responsibilities:
· Publishes Proctor Terrace yearbook.
· Aware of school-based activities and events to ensure adequate representation in yearbook.
· Ensures inclusion of a page for each classroom.
· Promotes sale of yearbooks.
· Orders and distributes finished yearbooks.

image1.jpeg
PTA

everychild.onevoice”





image2.jpeg




