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APT BOARD JOB DESCRIPTION
POSITION:  SECRETARY

PRIMARY RESPONSIBILITIES:

· Assist the President and act on her behalf as necessary.
· Prepare monthly APT meeting agenda and provide copy to the Principal, Assistant Principal and APT President in advance of meetings.  Have copies of the agenda available at meetings.  Prepare and maintain monthly attendance sheet.
· Contact all committees in advance of the meetings to obtain status report and ask for members to attend to present status of their past events and/or future plans

· Prepare e-mail invitations and reminders to APT Board regarding upcoming meetings and special events.
· Record minutes of the APT Board meeting, provide copy for APT President review before finalized, and submit to Communications Chair to post on APT web site.
· Distribute minutes to Principal, Assistant Principal, APT Members.
· Handle all correspondence (sympathy cards, new baby, etc.).
· Work with President to update job descriptions each year and compile Board member notebooks (for star of new school year) including job descriptions, calendar, by-laws, tax-exempt ID number, etc.
· Prepare APT Board Member contact list for current school year.
· Over summer, assemble volunteer list for committee members.
GENERAL RESPONSIBILITIES:

· Attend all Sheridan APT Board meetings and functions.

· Prepare and report committee highlights at monthly Sheridan APT meetings.

· Assist other Board Members as requested.

· Prepare End-Of-Year-Report, update job description and review & transition with incoming replacement(s)

· Maintain membership in District 67 APT.
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