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APT BOARD JOB DESCRIPTION
POSITION:  FOOD SERVICE COORDINATOR(S)

PRIMARY RESPONSIBILITIES:

· Responsible for communicating with district Food Service staff (check with Sheridan office for this list) regarding lunch related activities for K – 4th grade students.

· Change lunchroom bulletin boards every other month.  Theme is provided by the District.  Materials are provided by Sheridan Food Service Coordinators.

· Attend meetings with Executive APT Board Representative and all other APT Food Service Coordinators.  Dates are set by  Executive APT Board Representative.

National Nutrition Month

· Organize National Nutrition Month (March) in conjunction with Executive APT Board President. Plan food/drink tastings during National Nutrition month.  Attend all tastings, request volunteers through signup.com, provide props (balloons, signs, tablecloth), coordinate with Principal, take photos, submit names of volunteers to the office in advance so they can pre-print visitor badge.

· Coordinate promotion of the event with President and Communications. Coordinator for inclusion in Friday newsletter, possible APT email, APT social media channels and APT website.
· 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). 
· Recently, we have added once monthly tid- bits/"food for thought" and recipes for "at home" to be posted on the Friday flyer & the web site (come up with different theme-info and recipe to send out and forward to person in charge of media and web site by the first Friday of each month)

GENERAL RESPONSIBILITIES:

· 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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