PJS  PTA  NOMINATION FOR ELECTION OF OFFICERS – 2014/15

POSITION	NOMINEE	PROPOSED BY	SECONDED BY

CHAIR	________________	________________	________________

DEPUTY CHAIR	________________	________________	________________

SECRETARY
	________________	________________	________________

TREASURER	________________	________________	________________




Please return to Angie Chappell via the school office or via email to agchappell@gmail.com

If you would like to find out a little more about what each job entails, please email Angie to arrange a suitable time to meet up/have a chat over the phone.

Basic Job Descriptions:

Chair:  
This includes, but is not restricted to:-
Acting as a co-ordinator for all PTA events; chair meetings; to liaise with school staff regarding their “wish-lists”; to be the public face of the PTA and deal with all sundry queries/issues that may arise; ensure PTA section of school website is updated throughout the year; ensure PTA messages are included at reasonable intervals in the school newletters; 

Deputy Chair:
Assist the Chairperson to plan activities; chair meetings in the Chairperson’s absence; generally deputise for the Chair when they are not available.

Treasurer:
Record all income and expenditure of the PTA ensuring expenditure is in line with committee decisions and supported by appropriate documentation; ensure floats are available for events; take responsibility for cash taken at events, including counting and banking; submission of Annual Return to Charities’ Commission; ensuring PTA insurance / membership is renewed annually.
Secretary:
Take minutes at committee meetings/AGM; write to third parties if required – eg thanks (this may be done directly by the Chairperson).

