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APT BOARD JOB DESCRIPTION

POSITION: SHARKWEAR COORDINATOR

PRIMARY RESPONSIBILITIES:

· Administer the responsibilities for Sheridan Sharkwear Clothing sales. 
· Work in coordination with districtwide committee to review pricing and clothing styles of various vendors. Decide which items to include in the clothing order (add new items and delete low sellers). 
· Work with the vendor to create/update clothing order form (normally Kiddles in Lake Forest)
· Distribute order form to families via online and/or school fliers in student folders
· Obtain clothing orders; create/update clothing tracking by family; order clothing from vendor (normally Kiddles)
· Coordinate promotion of the sale with President and Communications Coordinator for inclusion in Friday newsletter, possible APT email, APT Facebook and website posts.
· If selling at a fall event at the school, set up a table for sharkwear sales, coordinate with principal and APT President.
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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