PTA Executive Board Descriptions (effective July 1)

President
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Oversee activities of all PTA committees

Work with each committee chair ensuring their responsibilities are understood, timelines
are met, and that they have the resources needed to succeed

Collaborate with the principal on school activities and pertinent issues

Survey CV community as needed

Assist in facilitating communication among PTA volunteers

Attendance at monthly Parent Leadership Council (PLC) Meetings as able

Create agenda for and lead monthly PTA Exec Board Meetings. Publish agenda on PTA
website one week prior

Write the bi-weekly column in Paws For News, including the August mailer
Attendance at all CV PTA events, as able

Organize and run general PTA meetings, as requested

Collaborate with, and mentor, President-Elect(s)

Attend and/or speak at New Families Night, August Open House and Kindergarten
Registration Night

Attend district functions as needed and as able

Represent Creek Valley PTA at district and state PTA functions as able

Address and respond to issues that may arise from Creek Valley PTA
families/community

Generate handwritten thank you notes for chair/co-chair at conclusion of their event.
Distribute for signature by board members at monthly meetings

President-Elect (two year term, one as Elect, one as President)
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Attend May PTA Board Meeting before term begins

Support (co) President. Familiarize yourself with president’s tactical responsibilities
Attendance at monthly Parent Leadership Council (PLC) Meetings as able
Attendance at monthly PTA Exec Board Meetings. Lead April and May meetings to begin
transition.

Attendance at all PTA events as able and assist where needed.

Form and chair nominating committee

Meet with current chairs after their event and inquire if changes should happen for the
following year. (An overhaul or fine tuning may be required so structure and plan is in
place for the following school year). Once completed, secure both chairs and co-chairs
for following year. Send new chair/co-chair list to Directory chair in the fall.

Assist in planning May Volunteer Recognition/Pride Day Assembly

Attend New Families Night and Open House

Create next school year’s calendar with principal

Become familiar with PTA Bylaws

Oversee PTA Closet Inventory, communicating to chairs supplies available.

Begin work in February with Treasurer to create the budget for the May board meeting
Attend (August) State PTA Convention as able






