
Meany Middle School PTSA 
Board and Volunteer Job Descriptions 
2017-2018 
 
 
Board Positions 
 
Besides other duties, board members work with the school staff 
and BLT to approve expenditures and propose the budget for the 
following year.  The PTSA is and operates as a small non-profit 
organization, with the board as its governing body.  Board 
members meet roughly once a month throughout the school year.   
 
The term of office for each of these positions is generally one 
year – July 1 to June 30 – with the exception of the Treasurer, 
which is a two-year term.  
  
President  

Typically, two individuals share this position and divide up tasks 
as needed. Each person has one vote at meetings. The Co-
Presidents alternate presiding at all meetings and are responsible 
for preparing the agenda for each meeting with input from all 
participants. The Co-Presidents should delegate responsibility, 
empower others, and appreciate their efforts. The Co-Presidents 
should have a positive relationship with the Principal and Staff, 
and encourage PTSA members to do the same. Other duties: 

• Has regular communication with the executive committee, 
board of directors, committee chairs and the building 
principal. 

• Attends all region and state PTA trainings.  
• Makes appointments to positions or committees (with 

approval of the board of directors) and oversees all 
committee work. 

• Is aware of required deadlines for payment of membership 
dues, insurance, annual corporation report, charitable 
solicitation act, pre-registration for workshops, applications 



for awards, and submittals for recommendations. 
• Co-signs all binding agreements and checks for the PTSA. 
• Receives a duplicate copy of the bank statement. 
• Works with the board to establish a calendar for the year. 
• Responds to all correspondence addressed to the president 

or the PTSA. 
• Works with the Communication Chair and Outreach Team to 

write a welcome letter to the membership at the beginning 
of the school year. 

• Works with the newsletter editor and submits articles for the 
PTSA newsletter as needed. 

• Completes (or appoints a committee to complete) 
applications for awards. 

• Helps plan and conduct orientations of the newly elected 
executive committee in June. 

• Collects executive committee notebooks at the end of the 
year (June 30). 

• Compiles a list of newly-elected executive committee and 
standing committee members with their contact information. 
Distributes the list to the board members and building 
principal; posts the list on the PTSA bulletin board. 

• Makes sure the newly elected executive committee’s names, 
addresses, phone and email address are entered via 
WSPTA’S online membership enrollment program, as soon 
as election is complete. 

• Attends council meetings or appoints a designee. 
• Communicates information on all local, state and council PTA 

programs. 
 
  
Vice President of Fundraising 

The Vice President of Fundraising is responsible for overseeing 
the strategy for PTSA fundraising including but not limited to the 
Annual Fund and any fundraising events for the school. The Vice 
President performs the duties of the president in the absence or 
inability of that officer to serve, and shall assist the president 
when called upon. Other duties: 



• Works with the Outreach Team and Volunteer Coordinator to 
help plan fundraising events. 

• Works with the President when contracts must be signed. 
• Communicates with all committee chairs and makes sure 

they are given all necessary information for their positions. 
• Attends all region and state PTA trainings.  

 
 

Secretary  

The Secretary takes minutes and records all business transacted 
at each meeting of the PTSA, then forwards them to staff after 
review by the board. The secretary is also responsible for certain 
communication tasks, including maintaining the PTSA email 
contact list, checking Meany PTSA email messages 
regularly, forwarding the school's weekly bulletin and/or PTSA 
newsletter and other PTSA communications to the Meany PTSA 
email list. Estimated time commitment: 5 hours/month.  

• Attends all board of director meetings and membership 
meetings. 

• Plans the meeting agenda with the president (as needed) 
and informs the president of any unfinished business at the 
meetings. 

• Gives notice of all board and general membership meetings, 
including email or information in the school’s Friday bulletin 
or PTSA newsletter. 

• Determines if a quorum is present at meetings. 
• Handles attendance at meetings. 
• Calls the meeting to order in the absence of the president or 

vice president and asks for nomination for a temporary 
chairman. 

• Posts the minutes (once approved) on the PTSA bulletin 
board and website; also keeps a signed copy in the 
Secretary Notebook as well as in the Meany PTSA archive on 
Google Drive. 

• Keeps the legal documents notebook(s) up to date. 
• Keeps a current list of all PTSA-owned equipment and files a 



list in the PTSA legal documents notebook(s). 
• Keeps track of PTSA correspondence and, at the direction of 

the president, responds to any correspondence directed to 
the PTSA. 

• Sorts the mail in the PTSA mail box and distributes the mail 
to appropriate committee chairs or executive committee 
members. 

• At the end of the year (June 30) makes sure all copies of the 
legal documents notebook(s) and permanent records files 
are in order and ready to transfer to newly elected officers. 

• Attends all region and state PTA trainings.  
 
 
Treasurer  

Typically, two individuals share this position, each with a two-
year term (overlapping school years). Each person has one vote 
at meetings. Duties are divided up as needed, usually with one 
person in charge of the monthly treasurer reports and the other 
handling reimbursements/writing checks. The Co-Treasurers 
perform the following tasks: 

• Attend all board of director’s meetings and membership 
meetings.   

• Track income and expenses. Keep an accurate and very 
detailed account of all funds received and all funds 
disbursed through the PTSA, including receipts, bank 
statements, cancelled checks, and other records. 

• Prepare and submit a detailed, written monthly financial 
report to the board of directors. Post the report on the PTSA 
bulletin board/website immediately after board or 
membership meetings.  

• Create and manage the PTSA budget and budget-related 
policies. Serve as chair of the budget committee and 
present the budget to the membership. 

• Manage PTSA grants to the school. 
• Pay bills by check and work with the President (or designee) 

to obtain two signatures on each check. 



• Work with the Membership Chair to pay membership dues.   
• Receive all funds from the PTSA and promptly deposit all 

funds into the PTSA’s account.  
• Support fundraising efforts by processing payments. Work 

with the Vice President to collect and count monies from 
PTSA events, fundraisers, programs, and activities. 

• Write a receipt for all cash transactions.   
• Provide copy of deposit and money count sheets to various 

committee chairs for their deposit records.    
• Reimburse volunteers and school staff for PTSA expenses.  
• Submit the annual corporation report and annual charitable 

solicitations report with the WA Secretary of State. 
• Work with the President to complete liability insurance, tax-

exempt 990 forms, state charitable solicitations forms, and 
IRS forms. Make copies of these forms and give them to the 
President and Secretary to put in the legal documents 
notebook(s). 

• Submit books and records to the financial review committee 
twice a year and is accessible to the financial review 
committee during the review.   

• Close the PTSA books by June 30. 
• Deliver all books and records to the newly elected 

Treasurer(s) and works to ensure a smooth transition at the 
end of the year (June 30). 

• Attend all region and state PTA trainings.   
 
 
Membership Chair 

The Membership Chair is responsible for creating and 
implementing a PTSA membership plan, promoting membership 
throughout the year, collecting dues, maintaining a list of 
members, and updating the list as new members are enrolled. 
The membership kick-off plan should include an invitation to join 
letter, outlining the accomplishment and benefits of PTA. With 
permission from the Principal, letters, with membership 
envelopes, can be sent home with students in the first day 
packets. Translate invitations as needed. The membership kick-



off plan could also include a special kick-off event. Other duties: 
• Appoints a committee of 3-5 persons to help organize and 

run the membership drive. 
• Runs the membership committee meetings and makes 

reports on its behalf to the board of directors. 
• Creates a membership packet to be sent home first week of 

school which includes an invitation to join and a calendar of 
PTSA events. Promotes current member benefits to give 
added value to PTSA membership. 

• Distributes special invitations for all teachers and staff. 
• Works with the Treasurer to make and receive payment of 

membership dues.   
• Enrolls members in the WSPTA web-based system,  

PT Avenue, in a timely matter. 
• Keeps an accurate account of all funds and keeps the 

membership notebook up to date.  
• Sets up a PTSA membership table at school and community 

events. 
• Attends all board of director meetings and reports 

membership progress. Provides copies of the membership 
list to the Co-Presidents and Secretary. 

• Attends all region and state PTA trainings.  
 
  

Communications Chair 

The Communications Chair is responsible for promoting all PTSA 
events and activities and for ensuring effective two-way 
communication between the PTSA and school families. This 
includes working with office staff, the website committee, and 
others to raise awareness for school events. Other duties: 

• Oversees the following committees: PTSA Website, PTSA 
Facebook page, PTSA Newsletter, and PTSA Bulletin Board. 

• Maintains “big picture” view of communication activities and 
master calendar of activities.      

 



Site Council (BLT)  

The Site Council Chairs are responsible for representing the PTSA 
board at BLT (Building Leadership Team) meetings. This includes 
helping to determine how the PTSA board can best support the 
school, teachers and staff. Meetings are held approximately once 
per month during the school year (on site at the school 
immediately following the end of the school day). Two PTSA 
board members share one vote at BLT meetings. Estimated time 
commitment: 6 hours per month.  
 
  
Equity and Outreach Chair 

Promotes school wide family engagement in student learning and 
success and closing and preventing opportunity gaps at Meany 
Middle School. Works with PTSA and Meany staff to identify and 
eliminate obstacles to access for families and students, and to 
build positive relationships between parents and between parents 
and staff. Facilitates listening session portion of PTSA meetings 
where parents can share experiences and concerns about their 
students or issues that affect Meany students. Plans and 
facilitates outreach events to build parent community capacity to 
navigate SPS, support student learning, and advocate for Meany 
students. Participates and helps recruit families for Meany Race 
and Equity Team.     
 
  
 
Volunteer Coordinator 

The Volunteer Coordinator is responsible for recruiting volunteers 
to help with activities and events both in and out of the 
classroom. This is an ongoing task, but is most intensive at the 
beginning of the school year.      
 
  
 



Special Education Parent Liaison   

Coming soon. 

 

 

Events Coordinator 
 
The Events Coordinator oversees and helps to plan events the 
PTSA holds throughout the school year including community-
building, fundraising, Teacher/Staff Appreciation events as well as 
8th grade graduation. Works with the Volunteer Coordinator to 
recruit chairs and form committees, if needed, for each of these 
events. Works with the VP of Fundraising to help plan fundraising 
events. Also coordinates providing refreshments for General PTSA 
meetings. Provides support to chairs and their volunteers 
throughout the year. 
 

Legislative Chair   

The Legislative Chair is responsible for educating and motivating 
members about advocacy and legislation. The chair is also 
encouraged to develop an advocacy agenda, get to know our 
elected officials, and promote member participation in both the 
WA State PTA Legislative Assembly and the WA State PTA 
Legislative Focus Day held each February in Olympia.   

• Attends all board meetings and membership meetings. 
• Is the chair for legislative assembly and Focus Day. 
• Keeps the board of directors updated on any legislative 

communications from Washington State PTA, council and the 
school district. 

• Attends school board meetings if possible, and gives a report 
to the board of directors. 

• Responsible for registering attendees to the legislative 
assembly, and briefing them on the legislative platform prior 
to the assembly. 



• Responsible for surveying PTSA members about legislative 
issues to get voting results prior to legislative assembly. 

• Writes monthly advocacy/legislative articles for the PTSA 
newsletter. 

• Keeps advocacy/legislative notebook updated. 
• Attends all region and state PTA trainings.   

 
 
 
Volunteer Positions 
 
Volunteers work on their own schedule, as the needs of their role 
requires.  They generally do not need to attend board meetings.   

 

Annual Fund 

The Annual Fund Coordinator is responsible developing and 
maintaining a database, creating and sending out an annual fund 
letter and brochure, documenting and depositing all proceeds 
from the fund drive, and reporting this to the PTSA.  
 
 
Enrichment   

The Enrichment Coordinator is responsible for developing and 
managing the after-school enrichment programs offered at the 
school. This requires seeking classes and programs appropriate 
for students at all grade levels, processing registrations, and 
enabling opportunities for every child to participate.  
 
 
Student Directory 

The Student Directory Coordinator is responsible for coordinating 
the online and print editions of the student/parent directory which 
includes the school handbook. (OPEN) 
 



990 Tax Return  

Works with the treasurers to file our annual 990 tax return with 
the IRS.  We use an online program, much like TurboTax, to do 
this each year.  Accounting background is helpful, but not 
required.  
 
PTSA Budget Auditor 

This is typically done once each year to analyze our accounting 
and taxes.  
 
Matching Funds 

Many of the employers in the area match contributions to non-
profits, such as the Meany PTSA. In some cases, these even 
match volunteer hours. This can make the time and money we 
donate go even further. This person handles those contributions, 
verifying our IRS status to the employers, and making sure the 
matching gifts go where they should.   
 
School Tours Ambassador 

Help coordinate and assist in leading school tours for prospective 
parents and students. Help show those who are interested what 
makes Meany a special school.  
 

Sports Outings  

Each year, the Seattle Mariners and Seattle Sounders host school 
groups to attend their games, at a greatly reduced price. This job 
is working with these sports organizations and the parents to 
promote the games, sell tickets online, and distribute tickets to 
the parents.  
 
Volunteer Appreciation 
 



 

Website/Social Media Coordinator 

Adds content to and maintains the PTSA Website and PTSA 
Facebook page.  
 
Yearbook Coordinator 
 
 
Please contact meanymiddleschoolpta@gmail.com if you are 
interested in any of these positions. 
 


