
Builta Elementary PTA 
Brief Description of Board and Committee Chair Positions 

 
The President is responsible for various tasks some of which include: 

 Preside at all meetings of the association, the executive board, and executive committee 
 Be a member ex-officio of all committees except the nominating committee and audit committee 
 Sign all legal documents, including contracts 
 Sign checks 
 Approve fliers 
 Plan calendars, events, and meetings (General PTA meetings are to be held 5 times during the school year) 
 Liaison to the school/ district in all things PTA 
 Attend monthly IPPC meeting and a presidents meeting with the superintendent every other month  
 Create and review News Flash emails before sending to the school principal for distribution 
 Appoint members to special committees 
 Be responsible for other duties as may be assigned by the association, the executive board, or the executive 

committee 
 Delegate the work of the association to other officers or chairmen as may be appropriate 
 Coordinate the work of officers and committees in order that the purposes may be promoted 
 Complete the Illinois President's course before election or within 6 months of election 

 
The Vice President is responsible for the following tasks:  

 Aide/assist the president and fill in when the president is not available or able to serve  

 Attend all board and general PTA meetings.  

 Sign checks when needed 
 

The treasurer is responsible for the following tasks: 

 Prepare the checks for payment of PTA expenses 

 Collect, count and deposit PTA funds (both cash and checks from various PTA events) 

 Balance the PTA checking account on a monthly basis 

 Enter the board approved budget into Quicken and report to the board and general PTA on whether costs and 

collections are approximating the budget 

 Provide an income and expense summary at general PTA meetings 

 Attend both general PTA and PTA board meetings 

 Prepare the cash boxes for various PTA events 

 File the annual tax return (currently required to e-file an “information-only” return) 

 

The secretary is responsible for the following tasks: 

 Attend both general PTA and PTA board meetings 

 Record minutes or notes at each meeting and report those minutes at the following meeting 

 Keep minutes, income/expense summaries, budget and bylaws on file 

 Provide correspondences, create forms and documents as needed by other members 

 Keep a current year list of PTA volunteers 

 Coordinate information to be posted on PTA tab of Builta website 

 

 

 

 

 



 

 

The Ways & Means Chairperson is responsible for the following tasks:   

 Oversee all PTA fundraising efforts to include establishing fundraising goals in conjunction with PTA 

board and identifying events to help meet those goals 

 Work with individual fundraising event chairpersons to assist in their efforts.  (Fundraising for 2012-2013 has 

included flower bulb sales, fall children’s resale, pancake breakfasts, restaurant nights, Meijer community 

rewards, electronics recycling program, skate nights, and Boxtops collection.)   

 Attend monthly board meetings and general PTA meetings to provide updates 

 

 The Services Chairperson is responsible for the following tasks: 

 Work with membership individual to distribute membership forms, keep track of memberships and facilitate the 
designing and compiling of information to create a directory 

 Coordinate volunteers and manage PTA workroom 

 Coordinate posting of events in display case as needed 

 Assist with ordering/distribution of school supply kits 

 Oversee and assist as needed, chairpersons for staff events such as staff breakfast, staff dinner and Teacher 
Appreciation Week 

 Attend monthly board meetings and general PTA meetings to provide updates 

 

The Social Chairperson is responsible for the following tasks: 

 Oversee coordination of various family events throughout the year in cooperation with separate event 

chairpersons (i.e. fall event, skate night, winter and spring events) 

 Work with room party coordinator to assist with room party plans 

 Oversee coordination of Ice-Cream Social and Field Day 

 Attend monthly board meetings and general PTA meetings to provide updates 

 

The Educational Enrichment Chairperson is responsible for the following tasks: 

 Work with individual chairpersons for events such as Red Ribbon Week, Walk to School, Helping Hands, 

Reflections 

 Oversee and assist as needed, chairperson for Art Awareness 

 Provide possible opportunities for parent enrichment 

 Attend monthly board meetings and general PTA meetings to provide updates 

 
  
 

 

 


