
EXECUTIVE

BOARD POSITIONS
RESPONSIBILITIES:

Plan  and  attend  Board  Retreat

pr ior  to  start  of  school  year .

Attend  monthly  board  meetings .

Complete  1  WASPTA  t ra in ing  or

webinar .

Attend  quarter ly  school  PTA

community  meetings .

 

*ALL EXECUTIVE BOARD POSITIONS ARE 

 ELECTED CO-POSITIONS

S o m e  a v a i l a b i l i t y  d u r i n g  s c h o o l
h o u r s

R E C O M M E N D E D :

BEACON  HILL  PTA



PRESIDENT

Plan  and  pres ide  over  monthly

board  meetings .

Bui ld  healthy  re lat ionships  with

pr incipal ,  staf f ,  and  fami l ies .

Act  as  spokesperson  for  PTA .

Delegate  tasks  and  check  in  with

board  members

RESPONSIBLITIES:

 

S e n d  r o b o c a l l  s c r i p t  t o  P r i n c i p a l
e v e r y  T h u r s d a y ,  i f  n e e d e d

H a v e  s o m e  a v a i l a b i l i t y  t o  b e  a t
s c h o o l  d u r i n g  t h e  d a y

R E C O M M E N D E D :

 
 
 
 

*ALL EXECUTIVE BOARD POSITIONS ARE 

 ELECTED CO-POSITIONS

BEACON  HILL  PTA



VICE

PRESIDENT
Ass ist  and  support  pres ident  with

tasks

Count  cash  with  t reasurer

Per forms  pres ident 's  dut ies  in  his

or  her  absence

RESPONSIBILITIES:

 

2020 -2021

R E C O M M E N D E D :
 

W i l l i n g  t o  b e c o m e  p r e s i d e n t  i n  1 - 2
y e a r s

 
 *ALL EXECUTIVE BOARD POSITIONS ARE 

 ELECTED CO-POSITIONS

BEACON  HILL  PTA



SECRETARY

Take  minutes  at  board  meetings

and  PTA  community  meetings  

Save  minutes  in  BHIS  PTA  shared

google  dr ive  and  post  on  PTA

website .

RESPONSIBLITIES:

 

R E C O M M E N D E D :
W r i t e  T h a n k  Y o u  c a r d s  t o  d o n o r s .

*ALL EXECUTIVE BOARD POSITIONS ARE 

 ELECTED CO-POSITIONS

BEACON  HILL  PTA



TREASURER 1
Keep  t rack  of  income  and

expenses  using  Quickbooks

Present  monthly  f inancia l  reports

at  board  meetings  community

meet ings .

I ssue  re imbursements

Pay  bi l l s  and  f i le  f inancia l  forms

( 1099s ,  tax  return ,  etc . )

Appoint  the  f inancia l  rev iew

committee

RESPONSIBLITIES:

 

R E C O M M E N D E D :
2 - 3  H O U R S  A  W E E K

 

*ALL EXECUTIVE BOARD POSITIONS ARE 

 ELECTED CO-POSITIONS

BEACON  HILL  PTA



TREASURER 2

Check  PTA  mailbox  and  lock  box

once  or  twice  weekly

Deposi t  cash  and  checks  at  the

bank

Enter  deposi ts  into  Quickbooks

Log  income  f rom  fundraisers  with

fundrais ing  chair

RESPONSIBLITIES:

R E C O M M E D E D :

*ALL EXECUTIVE BOARD POSITIONS ARE 

 ELECTED CO-POSITIONS

BEACON  HILL  PTA



BOARD

POSITIONS

Attend  Board  Retreat  pr ior  to  start

of  school  year .

Attend  monthly  board  meetings .

Attend  quarter ly  PTA  community

meet ings .

RESPONSIBILITIES:

BEACON  HILL  PTA

R E C O M M E N D E D :
 
 

*ALL BOARD POSITIONS ARE APPOINTED.



COMMUNICATIONS 1

Create  and  post  updates  on  PTA

website ,  Facebook  and  newsletter .

Create  f lyers  and  dist r ibute  at

least  2  weeks  pr ior  to  event .

Coordinate  t rans lat ion  and

pr int ing  i f  needed .

RESPONSIBILITIES:

BEACON  HILL  PTA

A b l e  t o  b e  a t  s c h o o l  t o  m a k e
c o p i e s  a n d  d i s t r i b u t e / p o s t  f l y e r s

w h e n  n e e d e d .

R E C O M M E N D E D :

 

*ALL BOARD POSITIONS ARE APPOINTED.



COMMUNICATIONS 2

Mainta in  and  manage  socia l  media

out lets  (PTA  Facebook  page ,  Class

Dojo )

Ass ist  Communicat ions  1  Chair

with  dut ies ,  as  needed .

Create  f lyers  and  dist r ibute  at   

 least  2  weeks  pr ior  to  event .

Ass ist  in  sending  volunteer  s ign  up

l ink  to  PTA  mail ing  l i s t

RESPONSIBILITIES:

BEACON  HILL  PTA

A B L E  T O  B E  A T  S C H O O L  T O  M A K E
C O P I E S  A N D  D I S T R I B U T E / P O S T

F L Y E R S  W H E N  N E E D E D .

R E C O M M E N D E D :

 

*ALL BOARD POSITIONS ARE APPOINTED.



ADVOCACY

Educate  se l f  and  PTA  members

about  current  i ssues  regarding

funding ,  pol ic ies ,  and  rac ia l  equity

at  the  school ,  dist r ict ,  city ,  state

and  federal  levels

RESPONSIBILITIES:

*ALL BOARD POSITIONS ARE APPOINTED.

BEACON  HILL  PTA

R E C O M M E N D E D :
ATTEND MONTHLY SPS SCOOL

BOARD MEETINGS
 



FUNDRAISING

Oversee  al l  fundrais ing  act iv i t ies

dur ing  the  school  year

Research  new  opt ions  for

fundrais ing

Work  closely  with  fundrais ing

committee  leads  to  ensure

fundrais ing  goals  are  met

RESPONSIBILITIES:
 

*ALL BOARD POSITIONS ARE APPOINTED.

BEACON  HILL  PTA

R E C O M M E N D E D :
 
 



MEMBERSHIP

Promote  membership  for  BHIS

PTA

Educate  fami l ies  on  the  benef i ts

of  jo in ing  PTA

Enter  al l  members  into  our  PTA

database  and  MemberPlanet

RESPONSIBILITIES:

 

*ALL BOARD POSITIONS ARE APPOINTED.

BEACON  HILL  PTA

R E C O M M E N D E D :
 
 



RACE & SOCIAL

JUSTICE CHAIR

Schedule  ant i - rac ist  t ra in ings  and

workshops  for  fami l ies

Monitor  PTA  act ions  and  pol ic ies

through  rac ia l  equity  and  socia l

just ice  lens

Ensure  close  coordinat ion

between  the  independent

committee  and  the  PTA .

RESPONSIBILITIES:
 

*ALL BOARD POSITIONS ARE APPOINTED.

BEACON  HILL  PTA

R E C O M M E N D E D :
 
 



FAMILY

ENGAGEMENT

Welcome  fami l ies

Foster  an  inc lus ive  community

Faci l i tate  connect ions  between

famil ies  and  teachers

Form  a  group  of  volunteers  to

engage  in  one -on -one

conversat ions  with  fami l ies

Help  plan  community  celebrat ions

RESPONSIBILITIES:

*ALL BOARD POSITIONS ARE APPOINTED.

BEACON  HILL  PTA

B e  a v a i l a b l e  d u r i n g  s c h o o l  h o u r s
t o  i n c r e a s e  a c c e s s  t o  P T A

R E C O M M E N D E D :



COMMITTEE

POSITIONS

Attend  2 -3  monthly  board

meet ings  leading  up  to  event .

Be  avai lable  (or  delegate

someone )  the  day  of  the  event

create  blurb  for  events  and  send

to  communicat ions  along  with

s ign  up  l ink  for  volunteer ing

LEAD RESPONSIBILITIES:

BEACON  HILL  PTA

A t t e n d  p l a n n i n g  m e e t i n g s  f o r
e v e n t s  t h r o u g h o u t  t h e  y e a r

R E C O M M E N D E D :

 



WALK-A-THON

Work  closely  with

communicat ions ,  fundrais ing ,  and

events  lead  to  plan  WAT

Point  of  contact  for  volunteers

Plan  and  implement  a  celebrat ion

of  the  WAT

LEAD RESPONSIBILITIES:

?

BEACON  HILL  PTA

P r i n t  a n d  d i s t r i b u t e  W A T
e n v e l o p e s  t o  e a c h  c l a s s r o o m
A r r a n g e  v o l u n t e e r s  a n d  f o o d
F i n a l i z e  s c h e d u l e
A r r a n g e  f o r  s n a c k  f o r  k i d s
A d d r e s s  a n d  m a i l  t h a n k  y o u
l e t t e r s

P L A N N I N G  C O M M I T T E E :
1 .

2 .
3 .
4 .
5 .



READ-A-THON

Point  of  contact  for  volunteers

Be  avai lable  (or  delegate

someone )  the  day  of  the  event

LEAD RESPONSIBILITIES:

?

BEACON  HILL  PTA

P r i n t  a n d  d i s t r i b u t e  R e a d - a - T h o n
e n v e l o p e s  t o  e a c h  c l a s s r o o m
P r o m o t e  r e a d a t h o n  t o  s t u d e n t s
a n d  p a r e n t s
O r d e r  a n d  p i c k  u p  c o f f e e ,
p a s t r i e s ,  l u n c h  f o r  v o l u n t e e r s  
c o o r d i n a t e   c l a s s r o o m  s n a c k s
A d d r e s s  a n d  m a i l  t h a n k  y o u
l e t t e r s

P L A N N I N G  C O M M I T T E E :
1 .

2 .

3 .

4 .
5 .

 
 



YEARBOOK
Arrange  contract  and  be  main

point  of  contact  for  yearbook

company

Review  and  manage  task  calendar

and  ensure  goals  and  deadl ines

are  being  met .

Manage  cover  photo  contest ,  i f

appl icable .

Review  yearbook  before

submiss ion  and  make  correct ions

to  students ,  i f  needed

LEAD RESPONSIBILITIES:

BEACON  HILL  PTA

P h o t o g r a p h e r  ( a v a i l a b i l i t y  d u r i n g
s c h o o l  h o u r s )

P h o t o g r a p h e r  ( a v a i l a b i l i t y  d u r i n g
e v e n i n g  e v e n t s )

Y e a r b o o k  d e s i g n  a n d  l a y o u t
Y e a r b o o k  s a l e s  a n d  d i s t r i b u t i o n

C O M M I T T E E :
1 .

2 .

3 .
4 .

 
 



SPIRIT WEAR

Point  of  contact  for  vendor  and

PTA

Review  and  send  order  to  vendor

Oversee  order  col lect ion  and

disbursement  of  spi r i t  wear

LEAD RESPONSIBILITIES:

?

BEACON  HILL  PTA

U p d a t e  d e s i g n ,  i f  n e e d e d
D e l i v e r  o r d e r  f o r m s  t o  c l a s s r o o m s

E n t e r  o r d e r s  i n t o  s p r e a d s h e e t
F u l f i l l  o r d e r s  b y  d e l i v e r i n g  t o

c l a s s r o o m s

C O M M I T T E E :

 



RUMMAGE SALE
Schedule  Goodwi l l  Fi l l -a -Truck

Submit  bui ld ing  use  request  form

at  least  2  weeks  in  advance

Oversee  set -up ,  sa le ,  cleanup

Point  of  contact  for  volunteers

RESPONSIBILITIES:

 

?

BEACON  HILL  PTA

P o s t  f l y e r s  a r o u n d  c o m m u n i t y
a n d  o n l i n e  f o r u m s

E n s u r e  s u p p l i e s  a r e  o r d e r e d  ( e . g .
p r i c e  s t i c k e r s ,  e t c )

R e c e i v e  a n d  p r i c e / s o r t  d o n a t e d
i t e m s  p r i o r  t o  s a l e

C a s h i e r  o n  d a y  o f  e v e n t

P L A N N I N G  C O M M I T T E E :
1 .

2 .

3 .

4 .



BAZAAR

Coordinate  volunteers  for  set -

up /clean -up

Submit  bui ld ing  use  request  form  

Serve  as  point  of  contact  for

vendors  and  PTA

RESPONSIBILITIES:

 

BEACON  HILL  PTA

P o s t  f l y e r s  a r o u n d  c o m m u n i t y
a n d  o n l i n e  f o r u m s

C o o r d i n a t e  w i t h  5 t h  g r a d e
t e a c h e r s  t o  u s e  t a b l e s

A s s i s t  w i t h  s e t u p  a n d / o r  c l e a n u p

P L A N N I N G  C O M M I T T E E :
1 .

2 .

3 .



LOST & FOUND

Coordinate  volunteers  for  set -

up /clean -up

Submit  bui ld ing  use  request  form  

Serve  as  point  of  contact  for

vendors  and  PTA

RESPONSIBILITIES:

 

BEACON  HILL  PTA

P o s t  f l y e r s  a r o u n d  c o m m u n i t y
a n d  o n l i n e  f o r u m s

C o o r d i n a t e  w i t h  5 t h  g r a d e
t e a c h e r s  t o  u s e  t a b l e s

A s s i s t  w i t h  s e t u p  a n d / o r  c l e a n u p

P L A N N I N G  C O M M I T T E E :
1 .

2 .

3 .



GUEST

TEACHER

LIAISON

Recruit  host  fami l ies  and  connect

guest  teachers  with  thei r  host

fami l ies  

Arrange  t ransportat ion  for  the

guest  teachers  when  they  arr ive  in

August

Make  a  welcome  pack  for  guest

teachers

Coordinate  a  goodbye  picnic  for

guest  teachers  and  host  fami l ies

at  the  end  of  the  school  year

RESPONSIBILITIES:

BEACON  HILL  PTA

 


