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APT BOARD JOB DESCRIPTION

POSITION:  Meals for Our Teachers
PRIMARY RESPONSIBILITIES:

· Organize and provide dinners for teachers and staff on Conference Nights (November and March). Set a menu and create sign-up spots online for volunteers.. It is best to check with office for any food allergies.  
· Dinners for staff on conference evenings are by parent donations. Based on the vendor to use for dinners (Belvedere Catering is a popular choice for Sheridan staff), a sign up (usually by SignUpGenius.com) and spots for donations are set based on food budget (work with vendor on estimate).
· Use money in the APT budget to provide teachers with dinner on Family Sharing Night (April). 
· Consult with the principal to determine how many teachers will participate prior to ordering food and beverages (work with Liz Duffy and Mary Kay Hanlon to get total)
· Coordinate promotion/volunteer sign-up for the events with President and Communications Coordinator for inclusion in Friday newsletter, possible APT email, APT social media channels website posts.

· 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). Yearbook photos must be taken with an actual camera (not phone). Phone photos are fine for the FB page and website.
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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