
 

  

CTES PTA BOARD POSITIONS 
JOB DESCRIPTIONS 

 
President 
  
Oversees the day-to-day operations of the PTA including Board 
Members and Committee Chairs. Runs both the General (4x a year) 
and Board (every month) meetings. Works with Board members to 
create yearly budget and calendar of events. Meets bi-weekly with 
Principal. Is an ex-officio member of all committees except the 
Nominating Committee. Contact Catherine Curran 
atpresident@ctespta.org for more info.  
  
1st VP/Student Day Programs 
  
The Student Programs Vice President is responsible for finding 
chairs for the student program committees that take place during 
the day and are also responsible for overseeing the committees and 
helping make sure that the programs are running smoothly.  There 
is minimal supervision required of the committees.  The Student 
Programs VP consults with the PTA President to make sure 
everything is taking place according to plan and will also deal with 
the principal and other school staff.  The Student Programs VP is 
on the Executive Board which meets monthly and usually on the 
third Tuesday of the month at 5:45 p.m.  The VP would become 
president of the PTA if the PTA President were to resign or step 
down. Contact Veronica Rabenda at studentprograms@ctespta.orgfor 
more info.  
  
The Student Programs are: 
  
After School Enrichment/Book Clubs 
Assemblies & Speakers 
Chess Team 
Community Service 
Earth Boxes 
5th Grade Celebration 
Green Team 
Harmony Park 
Healthy Cubs 
Read Aloud Virginia 
Reflections 
Rubik's Cube 
FLES - Spanish 
VMFA Revolving Art Gallery 
  



 

  

 
2nd VP/Family Programs 
  
Overseeing committees for all of the family-oriented events that 
take place after school hours. Ensuring chairpersons and parent 
volunteers are in place to plan and execute the events. Acting as a 
liaison between the event committees and and the administration, 
teachers, and staff. Establishing and maintaining clear and 
consistent contact with the school and parent community to inform 
them of event communications. 
  
The Family Programs are:  
Pumpkin Patch 
Family Fun & Fitness Night 
Dad's Night 
Math & Technology Night 
International Night 
Variety Show 
EcoFest 
Science and Engineering Fair 
End of the Year Picnic 
  
3rd VP/ Membership 
  
The Membership VP should be someone that values joining the CTES 
PTA and sees that there is a direct benefit to parents partnering up 
with the child(ren)'s school for the collective good.  This person 
should be available to be physically present at CTES to handle 
check verification and registration form processing in the months 
of September/October and January/February.  This individual should 
be comfortable using database software (Excel or Access) and be 
able to do basic sorts or queries to maximumly utilize data.  This 
individual will ideally be able to merge letters, envelopes, 
membership cards, and labels from the database to create 
personalized communications with parents regarding their 
membership with the CTES PTA.  This person will have access to a 
computer and printer at home.  The VP of membership would be 
someone that enjoys developing marketing materials; especially 
ones that can be copied on a copier thus cost efficient (ie. black and 
white on PTA green paper).  The VP of membership is comfortable 
interacting with other CTES Parents of all backgrounds and 
neighborhoods and can readily explain the importance of joining 
their local PTA chapter. Contact Sandy Nixon 
at membership@ctespta.org for more info.  
  



 

  

 
4th VP/Ways & Means 
 This office has overall responsibility for identifying, managing and 
maintaining fundraising programs for the PTA.  The position is 
responsible for hitting fundraising goals built into the budget 
through planned programs or identifying other fundraising efforts 
to close budget gaps that may exist.   
 
Duties include: 
• Identifying fundraising programs for the school year 
• Working with PTA Board to identify fundraising goals for the 

school year 
• Communication / marketing of all programs 
• Distribution of all items that involve orders (i.e. spirit wear, 

school kits) 
• Recruiting chairpersons for various fundraising efforts and 

partnering with them to ensure success 
• Programs include: 

o Direct Donation / Scout Fund 
o Corporate Matching 
o Box Tops for Education  
o Spirit Nights 
o Spirit Wear 
o School Supply Kits 
o Original Works 

Contact Christine Landi at waysandmeans@ctespta.org for more info. 
  
 
5th VP/Volunteers  

Other than attending PTA board meetings, the work for this position 
can be done at home. A computer and web access is necessary.  You 
are the manager the nList program so at the beginning of the year, 
you setup all of the classroom and club nLists and get them 
rolling.  If you are comfortable on the computer generally for 
things like Facebook, managing nList is not hard and you will be 
provided solid training plus there is a nList support center.  You 
help train Room Parents and club coordinators on how to use nList.  
Also initially you will be part of the outreach effort to inspire 
parents to volunteers at school and to signup for the Upcoming 
Volunteer Opportunities nList.  You are responsible for uploading 
specific volunteer requests for school-wide events to nList.  The 
volunteer requests are provided by the event coordinators and you 
are only responsible for recruiting not managing the volunteers at 
the event.  Usually just before an event there is lots of scrambling 
for volunteers so for major events you may do heavier outreach and 
recruiting such as writing a blurb for the PTA newsletter, sending 
a flyer home or sending out recruiting emails.  Contact Laura 
O'Brien at volunteers@ctespta.org for more info 

  



 

  

 
6th VP/ Communications 
  
Creates the Cub Chronicle weekly - gathers blurbs from committee 
chairs, teachers & staff, community news, etc and compiles them into 
the weekly newsletter. Oversees Web Master. This is a position that 
can be done at home as it requires some computer knowledge but 
interfaces with everyone electronically. Contact Joel Silverman 
at communications@ctespta.org for more info. 
  
7th VP County Council Delegate 
  
Attends monthly County Council meetings and provides updates to 
the Board. Contact Jennifer Schwarz 
at countycouncil@ctespta.org for more info.  
  
  
Recording Secretary 
  
The Recording Secretary takes minutes in both the Executive Board 
and General PTA meetings.  The minutes are typed and distributed to 
Executive Board members for approval.  This position requires 
attendance at both Executive Board and General PTA meetings. 
Contact Leslie McGuigan at records@ctespta.org for more info. 
  
Treasurer 
  
Responsible for co-creating(with Board members)  and overseeing 
the budget. Writes all checks. Balances checking and savings 
accounts. Categorizes monies received and spent for annual audit. 
Generates monthly treasurer's report for Board Meetings. 
Generates Treasurer's Report for September and February General 
Meetings. Responsible for 990 for the year they were treasurer 
(even if they are no longer treasurer). Contact Emily Goodman 
at treasurer@ctespta.org for more info.  
 


