Clinton PTA

Nominations for PTA 2008-09 Executive Board

It’s that time of year!  We’re looking for nominations for next year’s Executive Board.  If you would like to become more involved with our school’s wonderful PTA please consider nominating yourself or someone you know.  If you are nominating someone you know, please make sure you have their permission.  Job descriptions for the open positions are attached – please read them carefully.  Please print clearly and return in an envelope marked PTA Nominations by April 4.  If you have any questions, please call the nominating committee chair, Elizabeth King, at 973 378 3718 or eking@cottonboard.org.

Nominee:_____________________________________________________________________

Position(s):____________________________________________________________________

Email and Phone:_______________________________________________________________

Signature:_____________________________________________________________________

-------------------------------------------------------------------------------------------------------------
PTA Executive Board Job Descriptions

Open Positions
Members of the Clinton School PTA Board are required to attend monthly PTA Board meetings during the school year and in the summer months. They are also asked to attend as many general PTA meetings as possible during the school year. These meetings generally take place on the third Thursday of each month.  In addition, PTA Board members will be relied upon to introduce themselves to parents and teachers throughout the school year, encourage parents and families to attend various PTA events, and serve as conduits of communication between the PTA Board and the Clinton community.

Vice President/President Elect

Time commitment: heavy, ongoing

One year term

The PTA Vice President serves a one-year term as Vice-President. The following year, the Vice President will assume the President position.  Responsibilities include liaising and assisting the PTA President throughout the year; organizing and overseeing the efforts of class parents and grade coordinators throughout the year; organizing and overseeing the snow chain in the event of bad weather or other emergency closings; assisting with PTA events and fundraisers throughout the year; attending monthly PTA Board Executive Board meetings as well as monthly PTA general meetings, PAC meetings, and President’s Council meetings (may require 3-5 evening meetings per month); communicating and liaising with parents throughout the year.

Vice President of Cultural Arts

 Time commitment: heavy, ongoing

Two year term

The Vice President of Cultural Arts is responsible for researching, scheduling, organizing, promoting, and overseeing all PTA-sponsored cultural arts events and assemblies and working within the allocated budget which will be determined by the PTA Executive Board. Responsibilities include handling mail from various cultural arts organizations about assembly programs, investigating suggestions for cultural arts assemblies provided by the principal, teachers, or other members of the Clinton School community; liaising with other schools in the district for suggestions and ideas; meeting with the principal several times throughout the year to discuss cultural arts programming; scheduling and overseeing all PTA cultural arts programming; and presenting monthly reports to the PTA Executive Board about this programming. The VP of Cultural Arts also has the option of attending a cultural arts assembly showcase that takes place in northern NJ every summer.  Other responsibilities include working with teachers to oversee various cultural arts programming that has resulted from grants (there can be as many as three or four a year) and overseeing and organizing any matching grants that the PTA Executive Board has agreed to pay.  Additionally, the VP of Cultural Arts should be present at all cultural arts programs or appoint someone to be there in his/her place as well as assist with other cultural events that take place throughout the year that are PTA generated, i.e. The International Dinner.

Vice President of Public Relations

Time commitment: moderate, ongoing

Two year term

The Vice President of Public Relations is responsible for generating press and community attention for Clinton School. Responsibilities include acting as a liaison between organizers of various Clinton events and the general press as well as the school district public relations office headed up by Judy Levy; preparing press releases and other press materials and distributing these materials to the press and to the school district; liaising with the editors of the Clinton Courier to obtain information and articles about school events that are press-worthy; liaising with the organizers of school events to gather material, generate public relations ideas, and discuss publicity requirements/wishes.

Treasurer

Time commitment: heavy, ongoing

Two year term

The Treasurer is responsible for working with the PTA President to create and maintain PTA annual budget; keeping a detailed account of all money received and paid out; making presentations about the PTA budget to PTA Executive Board and, at times, to the general PTA membership; making all bank deposits, paying all bills, and handling all reimbursements; providing all PTA Board members and committee chairs with the information they need about handling money and submitting it to the treasurer.

Recording Secretary

Time commitment: light, ongoing

Two year term

The Recording Secretary keeps records of PTA proceedings. Responsibilities include taking minutes at monthly PTA Executive Board meetings; distributing meeting minutes and presenting them for approval at the following PTA Executive Board meeting.

Cultural Heritage Month Coordinator

Time commitment: moderate, ongoing

This is a two-year term (non-voting)

The Cultural Heritage Month Coordinator provides information and resources to students and staff about the months that recognize the culturally diverse and women. Responsibilities include creating and maintaining a resource file; writing relevant articles for the school newsletter; developing a diverse committee to assist in these efforts; and assembling displays and other materials for use during the months that are being celebrated. 

ESL Parent Liaison

Time commitment: moderate, ongoing

This is a two-year term (non-voting)

Serve as liaison between PTA Board and ESL families. Coordinate translation and distribution of bi-monthly newsletter to Spanish and Haitian families in September, November, January, March, and May. Work with ESL teachers to do outreach to ESL families for PTA-sponsored events and initiatives.

Members-at-Large (1)

Time commitment: moderate, ongoing

Two year term (non-voting)

The two members-at-large assist other PTA Executive Board members and committee and event chairs wherever help is needed.  Other responsibilities include organizing and distributing sunshine gifts for various members of the Clinton School community when necessary; coordinating teacher appreciation gifts during teacher appreciation week; keeping up-to-date on events and happenings concerning Clinton School staff (weddings, engagements, new babies, death in family, etc.) and recognizing these events with cards or gifts.

