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APT BOARD JOB DESCRIPTION

POSITION:  Teacher Appreciation Week

PRIMARY RESPONSIBILITIES:

· Organize week-long events for teachers/staff during Teacher Appreciation Week in May.  Work with APT Exec to make sure all schools are celebrating this week event during the same week and that it does not conflict with the Spirit of 67 Home Tour.
· Coordinate with APT President to work with principal to  cover each day of the week.  Organize daily treats in staff lounge (bagels, coffee, Starbucks delivery, grab n go healthy snacks, breakfast bar a catered lunch, etc.)
· Organize and collect special letters print and distribute Shark Bites with parent letter to every student. Display in hallway during the week and place in staff mailbox Friday afternoon. 
· Secure 5-10 items and/or gift cards to local businesses to be raffled off each day for staff (team to work with admin staff at Sheridan on raffle)
· Provide special gift to each staff member on Friday.
· 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 website 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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