2010-2011 BEEP PTO Open Board Positions

Below please find general descriptions for open PTO board positions. In addition to the activities listed below, all board members help to organize and run each planned PTO event. Board members typically donate between 5 and 20 hours of their time per month, depending on the position and time of year. 
Vice President / Communications Coordinator
· Create monthly newsletter (BEEP Buzz) for BEEP parents with announcements from the PTO and the community.

· Update website information regularly.

· Help plan and organize programs for monthly PTO meetings.

· Help maintain the inventory of BEEP merchandise.

· Other miscellaneous activities as needed.

Room Parent Coordinator 

· Act as liaison between the PTO and the classroom room parents.

· Meet with the room parents at the beginning of the year to distribute material and go over responsibilities of the room parents. 
· Help recruit room parent volunteers when necessary. 
· Help room parents with any questions and concerns they may have regarding their classroom throughout the year.

Events Coordinator  

· With help from the rest of the board, plan and organize PTO events, such as the Ice Pop Social, BEEP Bazaar, Music and Movie Party, and Field Day.
· Organize volunteers for events.
· Solicit donations from local businesses when appropriate.
· Publicize events in BEEP and local venues
· Negotiate contracts when necessary
· Manage event details
 

Treasurer
· Send monthly reports of account balances via email to board, administrators, teachers and room parents.
· Review donations received either by mail or communityroom.net, update Quicken to appropriate class, send thank you letter to donor, and notify class teacher of donation via email.
· Administer teacher reimbursements.
· Twice a year order and distribute VISA gift cards to teachers from Glscript program. 
· Review bank statements, update Quicken with account interest and charges.
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