Duties of Officers of the VRES PTA Executive Board:
 President Duties:
1. Preside at all meetings of the association
1. Submit local unit officers’ form and verification of the local unit’s EIN to the state office upon election of officers 
1. Coordinate the work of the officers and the committees of the association 
1. Meet with school principal as needed and arranged
 VP of Education Duties:
1. Attend Executive Board Meetings and PTA General Meeting.
1. coordinate with administrators and vendors to schedule 2 assemblies (Fall and Spring)
1. coordinate with administrators about educational mini-grants 
1. coordinate Science Quest in the Spring
1. coordinate before/after school clubs for Fall and Spring (we usually provide 8-10 clubs for each session); for each club, this involves:
1. overseeing committee chairs who will contact the vendor to get an application and flyer that will have to be approved by the school 
1. scheduling time slots for each club through the Community Use website 
1. working with committee chairs in copying/distributing flyers 
1. coordinating with committee chairs to provide administrators with a final roster for each club 
 VP of Fundraising Duties:
1. Attend Executive Board Meetings and PTA General Meeting.
1. work with the Executive Board to establish fundraising events throughout the school year and oversees committee chairs: 
1. Membership 
1. Spirit Wear
1. Viking Dash
1. Spirit Nights
1. Holiday Shoppe  
 VP of Social Duties:
1. Attend Executive Board Meetings and PTA General Meeting.
1. Oversees all committees that organize and run each special event activity sponsored by the PTA including but not limited to:
1. Social Events: Welcome Walk Staff luncheon, Back to School Picnic, Fall Ball, Bingo, Movie Night, Volleyball 
1. Hospitality: New Parent Coffee, Bus Driver Breakfast, Custodian Lunch/Dinner, Cafeteria Staff Luncheon, Admin Professional's Week
1. Teacher Appreciation: Fall Coffee, Winter Gifts, Soup & Salad luncheon, Teacher Appreciation Week
1. Facilitates communications with Room Parent Coordinator. 
 Secretary Duties:
1. Attend Executive Board Meetings and PTA General Meeting.
1. Records minutes at executive board meetings and general membership meetings
1. co-sign formal documents with the other board members
1. Assists with PTA correspondence at the direction of the president
1. Maintain PTA records and documents for record-keeping and historical purposes
1. Attends and supports PTA meetings and events as needed.  
 Treasurer Duties:
1. Attend Executive Board Meetings and PTA General Meeting.
1. Keep accurate record of all receipts and deposits using "Treasurer's Briefcase" tool
1. Make bank deposits (from fundraising events) as needed (Bank of America) 
1. Write checks (for events, bills, or reimbursements) as needed
1. Monthly reconciliation report (using Treasurer's Briefcase tool)
1. Monthly attendance at Executive Board and General Membership meetings - prepare and present treasurer reports (using Treasurer's Briefcase tool)
1. 4 times a year pay Virginia PTA membership dues and 2 times a year pay Fairfax County PTA membership dues
1. Keep monthly files in order - meeting agendas, meeting minutes, bank statements, reconciliation reports, deposit and receipt records, treasurer reports, membership reports
1. Annual taxes - Form 990 - due December 15th
1. Prepare files for annual audit - August timing

