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APT BOARD JOB DESCRIPTION
POSITION:  Fall Back to School Luncheon

PRIMARY RESPONSIBILITIES:

· Organize and provide food for the Fall Back-To-School Luncheon for Sheridan School’s staff (confirm dates with APT President and principal)
· In the past, this committee has created a parent volunteer sign-up for main dishes, side dishes, dessert, drinks and flowers for tables. Recently, parent donations were taken to for a catered lunch (staff loves Belvedere catering)
· Work with Communications Chair and President to distribute the volunteer sign-up and promote as-needed until filled.  
· Manage (or assign volunteers) the set-up and take-down of the meal and provide any necessary extras such as table cloths etc.  
· Make sure to inform the Office, Sheridan Principal and the Teacher Liaison of the date and time for this meal so they can distribute the information to all of the teachers and staff.
· 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:

· 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.

· Assist other Board Members as requested.

· Prepare End-Of-Year-Report and review with incoming replacement(s).

· Communicate regularly with respective Executive APT Board Representative.

· Maintain membership in District 67 APT.
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