PTA Job roles
The main roles on the committee are Chair, Vice-Chair, Treasurer and Secretary. You may find the list below helpful as it explains briefly what each role does, along with some duties that are common to all committee members. The tasks can be shared between different parents, so all the work need not fall on any one person. 

Chairperson 

· Represents and acts as a spokesperson for the Parent Teacher Association and ensures it complies with its governing document. 
· Chairs meetings of the PTA, including committee meetings; open meetings and general meetings, such as the Annual General Meeting (AGM). 
· Sets the agenda for meetings together with the Secretary 
· Co-ordinates the work of the committee to ensure effective administration. 
· Supports other committee members and authorises the work of the Treasurer.
· Liases with the Head teacher to discuss fundraising, agendas and any other business. 
· Has oodles of energy and enthusiasm, good networking skills.
Deputy-Chairperson  
· Assist the Chairperson in the managing responsibilities listed above. The Chair and Deputy-Chair can make arrangements on how to share the responsibilities. 
Treasurer 
· Ensures the committee are aware of the financial position of the PTA, providing an up-to date written statement of accounts at committee meetings. 
· Ensures that the committee apply the PTA’s resources exclusively in pursuance of its objectives. 
· Presents accounts to the members at the AGM. 

· Manages the bank account, updating the list of signatories as necessary. 
· Issue bills and receipts on behalf of the PTA and ensures that all necessary payments are made promptly. 
· Arranges the floats for the school’s Winter and Summer Fairs organised by the PTA. Collects monies raised during the events, arranges for them to be counted and banked promptly. 
· Runs a small cash float to be used for any smaller events within the school (cake sales, drink sales at events etc.) 
· Ensures that the PTA’s financial records are maintained accurately and updated on a timely basis.  Arranges for the accounts to be checked annually and independently. 
· Arranges for the accounts to be sent to the relevant governors annually. 
Secretary 

· Responds punctually to all correspondence, keeping proper records. 
· Organises all meetings including booking venues, arranging refreshments, liaising with attendees to ensure they are informed.

· Draws up meeting agendas and circulates to all attendees punctually. 
· Takes accurate minutes during meetings, types up and sends them out to all attendees in a timely manner. 
· Promotes events via email and posters. 
· Supports all committee and staff members, by ensuring the administrative function is efficient. 
Shared responsibilities for all committee members:

· Act in the best interests of the PTA, promoting its values and working to achieve its objectives. 
· Work as part of a team with the other committee members whilst bringing their own ideas, perspectives and experiences to the committee. 
· Regularly attend committee meetings and contribute to the effective management of the PTA. 
· Read meeting minutes and contribute to the decision-making process of the committee. 

Other recommended roles: 

Class representative 
· Liaise with other parents in your assigned class and communicate all activity of the PTA. 
· Help recruit volunteers from your class for PTA activities (such as Fairs and cake sales) 
· Be the point of contact for parents in your class regarding PTA matters 
· Liaise with the class teacher regarding PTA activity 
· Attend PTA committee meetings 
School-Liason officer: 
· Communicates with the school staff and the office about up and coming events, ensuring that the Headteacher approves plans. 
· Ensures that the caretaker is aware if cleaning is required after an event at school. 

Portal Manager and email administrator: 

· Updates the portal with up and coming events and payment options. 
· Uploads the portal with information and news. 
· Collect parent’s email addresses and organises them in to class groups. 

All Parents of the school are a part of the PTA, and the more volunteers we get the easier our job becomes when we have to organise events. Never assume we have plenty of help; we always need more!
