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PSA Executive Board Job Descriptions
PRESIDENT

1. Is a member of the PSA Executive Board and shall attend all PSA Executive and General Meetings.

2. Shall preside at all meetings of the Association and shall oversee the duties and responsibilities of the Executive Board members.

3. Shall appoint ad-hoc committees as needed.

4. Two years of Executive Board experience strongly recommended, and one year required.

FIRST VICE PRESIDENT

1. Is a member of the PSA Executive Board and shall attend all PSA Executive and General meetings.

2. Assumes duties and responsibilities of President in his/her absence.

3. Chairs the Nominating Committee.

4. One year of Executive Board experience required.

VICE PRESIDENT OF THE PSA ALL-SCHOOL FUNDRAISER

1. Is a member of the PSA Executive Board and shall attend all PSA Executive and General meetings.

2. Chairs the spring PSA All School Fundraiser.

3. Acts as liaison with the Development Office regarding the PSA Fundraiser.

VICE PRESIDENT OF SCRIP MARKETING

1. Is a member of the PSA Executive Board and shall attend all PSA Executive and General Meetings.

2. Is responsible for marketing the SCRIP program.

3. Works with the PSA Treasurer to provide SCRIP financial reports to the PSA Board.

VICE PRESIDENT OF THE UPPER SCHOOL

1. Is a member of the PSA Executive Board and shall attend all PSA Executive and General Meetings.

2. Serves as the Communications Coordinator for the Upper School (with parents, faculty, administration and the PSA). This can include newsletter entries, surveys, admission efforts, telephone communications, written information and flyers regarding school activities and events, special needs and general questions and concerns.

3. Acts as the liaison to the school administration and faculty.

4. Is responsible for the coordination of the Class Parents.

5. Is responsible for organizing school level volunteer needs and for coordinating volunteers as needed by the PSA.

6. Meets with and supports General Board Chairs as needed, specifically coordinating events with the Hospitality Chairs.

7. Is responsible for the committee reports to the PSA meetings.

8. Should ensure that emergency telephone trees are set up for each class.

VICE PRESIDENT OF THE MIDDLE SCHOOL

1. Is a member of the PSA Executive Board and shall attend all PSA Executive and General Meetings.

2. Serves as the Communication Coordinator for the Middle School (with parents, faculty, administration and the PSA). This can include newsletter entries, surveys, admission efforts, telephone communications, written information and flyers regarding school activities and events, special needs and general questions and concerns.

3. Acts as the liaison to the school administration and faculty.

4. Is responsible for the coordination of the Class Parents.

5. Is responsible for organizing school level volunteer needs and for coordinating volunteers as needed by the PSA.

6. Meets with and supports General Board Chairs as needed, specifically coordinating events with the Hospitality Chairs.

7. Is responsible for the committee reports to the PSA meetings.

8. Should ensure that emergency telephone trees are set up for each class.

VICE PRESIDENT OF THE PRIMARY SCHOOL GRADES 1-5

1. Is a member of the PSA Executive Board and shall attend all PSA Executive and General Meetings.

2. Serves as the Communication Coordinator for the Primary School (with parents, faculty, administration and the PSA). This can include newsletter entries, surveys, admission efforts, telephone communications, written information and flyers regarding school activities and events, special needs and general questions and concerns.

3. Acts as the liaison to the school administration and faculty.

4. Is responsible for the coordination of the Class Parents.

5. Is responsible for organizing school level volunteer needs and for coordinating volunteers as needed by the PSA.

6. Meets with and supports General Board Chairs as needed, specifically coordinating events with the Hospitality Chairs.

7. Is responsible for the committee reports to the PSA meetings.

8. Should ensure that emergency telephone trees are set up for each class.
-more-
VICE PRESIDENT OF THE PRIMARY SCHOOL GRADES PK/K

1. Is a member of the PSA Executive Board and shall attend all PSA Executive and General Meetings.

2. Serves as the Communication Coordinator for the Primary School grades PK/K (with parents, faculty, administration and the PSA). This can include newsletter entries, surveys, admission efforts, telephone communications, written information and flyers regarding school activities and events, special needs and general questions and concerns.

3. Acts as the liaison to the school administration and faculty.

4. Is responsible for the coordination of the Class Parents.

5. Is responsible for organizing school level volunteer needs and for coordinating volunteers as needed by the PSA.

6. Meets with and supports General Board Chairs as needed, specifically coordinating events with the Hospitality Chairs,

7. Is responsible for the committee reports to the PSA meetings.

8. Should ensure that emergency telephone trees are set up for each class.

SECRETARY

1. Is a member of the PSA Executive Board and shall attend all PSA Executive and General Meetings.

2. Records, types and distributes the minutes of all meetings and is the custodial all papers and documents in a prompt manner.

3. Updates pages of the PSA Executive Board Binder as directed by the President and/or First Vice President or as approved by the PSA Executive Board.

4. Assists the President and First Vice President in any clerical duties deemed necessary, which may include telephone communications or written information.

TREASURER

1. Is a member of the PSA Executive Board and shall attend all PSA Executive and General Meetings.

2. Shall keep the financial accounts of the PSA including the General Account, All School Fundraiser Account, and the SCRIP Account.

3. All receipts and disbursements shall be under her/his direction.

4. All cash receipts for all accounts shall be deposited in the bank to be withdrawn only by checks signed by the Treasurer and a representative of the School.

5. In the Treasurer's absence, the President shall be empowered to draw checks on the account.

6. Shall prepare reports for all accounts and provide copies to the Business Office and the Development Office.

7. Acts as a liaison with the Development and Business Offices with regard to the All-School Fundraiser monies.

8. Shall make reports at all PSA Executive Board meetings.

9. Acts as a liaison with the Vice President of Fundraising on all fundraiser finances, including procedures for handling auction monies for the event.

10. Acts as a liaison with the Vice President of SCRIP.

PAST PRESIDENT

1. Is a member of the PSA Executive Board and shall attend all PSA Executive and General Meetings and assist the President as needed.
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