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APT BOARD JOB DESCRIPTION

POSITION: Fall (Halloween) and Winter Parties 
PRIMARY RESPONSIBILITIES:

· Plan, organize and run Halloween Party (Monster Bash) in October and Winter Party (theme varies, work with group and Sheridan Principal on theme)  in February.

· Solicit parent volunteers to help supervise and run games at the event. Use online volunteer sign-up. Typically set-up 2 volunteer time slots and have over 20 volunteers.
· Coordinate promotion of the event with President and Communications Coordinator for inclusion in Friday newsletter, possible APT email, APT social media channels and website posts.

· This event is funded through the Student Activity Fund as such all expenses & reimbursements require the approval of the APT President and will be managed by the school office staff. 

· Admission fees will be set with the approval of the APT President. 

· Keep a record of all revenues and expenses. 

· Collect and record event sign-up forms and fees in excel. Work with the school office staff to collect forms. 

· Keep a record of how many students, adults, siblings and volunteers RSVP for and attend the event. 

· Organize & keep an inventory of supplies used from year to year.
· Finalize dates with APT president and school principal and share relevant dates and info with the school office for preparations (submit names of any in-school volunteers to the office in advance of the event so they can pre-print visitor badges) 
· Take photos (or assign volunteers) of the event to share with the Yearbook committee (for inclusion in the yearbook) and Communications Coordinator (for posting on APT web site and APT Facebook page). 
GENERAL RESPONSIBILITIES FOR ALL POSITIONS:
· Attend all Sheridan APT Board meetings and functions.

· Prepare and report committee highlights at monthly Sheridan APT meetings.

· Manage expenses to APT budget.

· Submit committee expense report to Treasurer within 10 days of date of expense or event.

· Email monthly committee highlights to APT Secretary by assigned deadline for use at APT Exec meetings and Sheridan APT meetings.

· Assist other Board Members as requested.

· Prepare End-Of-Year-Report, update job description and review & transition with incoming replacement(s)

· Communicate regularly with respective Executive APT Board Representative.

· Maintain membership in District 67 APT.
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