NAYATT PTO POSITION DESCRIPTIONS
EXECUTIVE BOARD
President

Write agendas, run executive board and general membership meetings

Vice Presidents

Assist president, coordinate social action work
Treasurer
Keep financial records, make deposits and disburse funds, report monthly income and expenses, write proposed budget for following year
Recording Secretary
Take minutes at executive and general membership meeting, type and distribute meeting minutes
Corresponding Secretary
Handle incoming and outgoing PTO correspondence, maintain membership list
COA Rep
Attend Appropriations meetings (generally Jan-May) and report back at executive board and general membership meetings
STANDING COMMITTEE CHAIRS

Art Enrichment
Coordinate and run Arts Night, plan classroom art enrichment opportunities with teaching staff if desired.

Book Fair

Coordinate and run week long book fair in November.

Book Fair Night

Coordinate and run Family Night during November book fair

Children’s Programs

Work with teachers to plan field trips

Class Pictures

Coordinate picture Day in the fall

Computers

Oversee yearly software budget

Cultural Arts

Plan several cultural assemblies with teachers throughout the year

Fall Family Festival

Coordinate and run ‘welcome’ event in September

Family Math Night

Coordinate and run math night

Field Day
Coordinate and run field day for grades 1-3, held sometime during the last 
2 weeks of school

Foreign Language
Coordinate and run before school program that runs most of the school year.

Fundraising

Oversee fundraising activities not overseen by another committee

Fundraising Box Tops

Oversee the General Mills Box Tops fundraising program

Garden/Grounds
Coordinate and run garden maintenance with DPW, purchase and plant 
Spring flowers, coordinate summer watering schedule

Health Screening

Coordinate vision screening volunteers
Hospitality
Provide refreshments for certain functions as well as coordinate teacher appreciation breakfasts

Hospitality Tours

Provide tours to perspective parents entering mid-year

Library

Schedule library volunteers

Lunch and Learn
Work with enrichment teacher in scheduling volunteers to share their areas of expertise with students during lunch

Membership
Distribute membership forms in September, collect dues, type and distribute directory

Nayatt Fair

Coordinate sub chairs, run Nayatt Fair in May

Nayatt Special
Schedule deadlines and publishing dates for newsletter, collect and lay out submissions, provide final copy for printing

Nayatt 5K Run/.Walk

Coordinate and run 5k Run/Walk

PAGE/PACE

Nayatt Liaison to the district wide PAGE/PACE committee

PTO Copy

Coordinate weekly schedule for copying of PTO materials at the school

Publishing Center

Maintain publishing materials for classrooms

Recess Coordinator

Coordinate recess volunteers, purchase recess supplies

Room Parents

Coordinate room parent volunteers for each classroom

School Spirit

Coordinate school wide events to promote school spirit

School Store
Purchase inventory and coordinate volunteers to run the school store 1 day 
every other week

Science Fair
Coordinate and run Science Fair, plan classroom science enrichment opportunities with staff if desired

SEAC Rep
Nayatt Liaison to the district wide Special Education Advisory Committee (SEAC)

SIT Liaison

Report to the PTO on School Improvement Team

Third Grade Send-Off

Plan and coordinate evening event held the last week of school

