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APT BOARD JOB DESCRIPTION
POSITION:  FINE ARTS/VISITING AUTHOR COORDINATOR

PRIMARY RESPONSIBILITIES:

· Act as primary contact between Fine Arts Chair and Visiting Author Chair of Executive APT Board and school

· Confirm dates & times with school principal, staff and teachers for all Fine Arts & Visiting Author Programs throughout the year

· Reserve proper space (either through Sheridan staff or district contact) and confirm all equipment for requests have been completed and are available for AV, technology and any additional needs for presentation

· Provide lunch,  snack and/or beverage basket for all performers (varies by performance time)

· Serve as primary volunteer the time/day of the event or secure additional volunteers if needed (send reminder email if additional volunteers are used)

· Introduce yourself to author/performers and assist the day of the event 

· Introduce author/performers at program or locate appropriate person to do so (i.e. Librarian to intro Visiting Author).
· Distribute background materials to classroom teachers and Principal prior to program 

· If available, post a small poster on school bulletin board

· Work with APT Social media contact to publicize events through weekly Sheridan Newletters and backback flyers

· Supervise set-up and post evaluation for each program 
· Administer book orders for Visiting Author (collect student order forms/money, enter into master spreadsheet, tag each book with student name & distribute to appropiate classroom)
· Provide transportation from hotel to school if necessary
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.

· 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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