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APT BOARD JOB DESCRIPTION
POSITION:  SPIRIT OF 67 FOUNDATION LIAISONS

PRIMARY RESPONSIBILITIES:

· Attend Foundation orientation meeting and other Foundation Board meetings throughout the year.  Spirit Board meetings are generally held the 1st Tuesday of the month in the morning.

· Represent the Foundation at Curriculum Night (September) if requested.

· Attend Spirit sponsored events (e.g. Visiting Author; Fine Arts Presentations; Donor Appreciation Night, etc.) and take photographs for the Yearbook Committee.

· Assist with preparations of fundraising materials.

· Serve on a Foundation sub-committee.

· Report to Spirit of 67 Foundation Chair of Executive APT Board.

· Maintain and rotate Spirit Bulletin Board – located inside Sheridan front doors.
· Work with APT President and APT Communications rep on any communications that the Spirit would like to push out via APT social media channels or APT 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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