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APT BOARD JOB DESCRIPTION
POSITION:  YEARBOOK COMMITTEE MEMBER

PRIMARY RESPONSIBILITIES:

· The Yearbook team consists of a Chair, Co-chair and three or more volunteers to help produce the Sheridan yearbook and make a lasting memory for students. Volunteers get to know Sheridan students and staff by taking photos at school activities. Being part of the team allows for creative freedom in designing yearbook page layouts. Attention to detail and project management skills are helpful since the final product is a print piece with a deadline that must be managed to.
· The Chair is ultimately responsible for the yearbook process as outlined below:
· coordinating submissions of grade-level yearbook contributors and organizing photo coverage of all Sheridan events to be covered in the yearbook.

· designing the 64 to 72 page yearbook, including the custom front and back cover (done through Lifetouch online editing program) 
· proofing each page to ensure accuracy, working with the Sheridan office to check names and student enrollment throughout the year 
· submitting the yearbook by the spring deadline, making sure every student is included
· managing yearbook sales and delivery (obtain yearbook orders at registration from the district office, advertise yearbooks to the student population in case those who didn’t order one at registation would like to purchase one, work with the Sheridan office to label and assist in delivery of yearbooks to students on the last day of school) 
· breaking even for the cost of yearbooks: cost to produce must equal # sold with shipping and handling included
· The co-chair assists the chair in the above responsibilities and acts as second in command.
· Additional three volunteers are assigned to cover events and grade level photo coverage. They may also assist in editing yearbook pages. Ideally, these volunteers have students in different grades than the Chair and Co-chair so that grade level coverage of events is easier (If the volunteer’s student is in the grade they cover it makes it easier to attend grade level events and identify students for yearbook layouts). 
· Must take note on any parents who opted out to have their child(ren) photos taken. This could include yearbook and/or social media purposes.
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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