[image: image1.png]



APT BOARD JOB DESCRIPTION
POSITION:  Exploration Day Committee
PRIMARY RESPONSIBILITIES:

· Help confirm session presenters. Note: DPM and Everett hold similar events so there may be opportunities to gather new volunteers from these locations. 

· Manage communication with presenters about their session and the event logistics.

· Update all presenter information in the master Google Doc created by the principal.

· Confirm all materials are secured for each presenter who needs supplies for the day of the event. 

· Schedule parent volunteers using online sign up and manage communication with volunteers about event logistics. 

· Attend the event and help as needed. 

· Send volunteer list to principal and the office in advance of the event so visitor nametags can be made ahead of time
· Coordinate promotion of the event with President and Communications Coordinator for inclusion in Friday newsletter, possible APT email, APT Facebook and 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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