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APT BOARD JOB DESCRIPTION
POSITION:  DIRECTORY COORDINATOR

PRIMARY RESPONSIBILITIES:

· Must be available in August/September/October.  

· Must have familiarity with computers and the following software: 

· Microsoft Word 
· Microsoft Excel
· Contact families who have not added information to MSA

· Double Check Teacher Information

· Participate in directory proofing and final preparations.

· Attend wrap-up meeting in October.

· Report to Directory/Membership Chair of Executive APT Board. 

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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