
Northeast 
PTO OFFICER NOMINATIONS 

2019-2021 
 
Northeast is currently seeking Northeast parents to fill the open PTO board positions for 2019-
2021 school years.  If you are interested or would like to nominate someone, please complete 
the form below and send it back to school with your child or email to: 
northeastptoboard@gmail.com. The deadline for submission is Friday, February 28, 2019.   The 
nominating committee (current PTO board) will communicate with interested parents and will 
post a slate of officers-elect at the March 14th PTO meeting. 
 
 
Role of the PTO and Job Descriptions (these are a general guide and can be adjusted based 
upon elected board preferences) 
 
The role of the PTO is to support the school and enrich the educational experience for our 
children, whether through fundraising, providing financial support, volunteering, generating new 
ideas, or creating a sense of community for Northeast families. The PTO Executive Board leads 
these initiatives and plays an important role in our school. In addition to contributing to the 
success of our school, Board members enjoy strong relationships with staff and parents across 
all grades. It is a great way to make a big difference! 
 
President: Serves as principal officer of the board and supervises and controls activities of the 
organization.  Presides and participates in all general PTO meetings and executive board 
meetings, reviews the treasurer’s report , conducts regular check-in meetings with the principal. 
Additionally, the president will serve as the primary contact to the principal and represent the 
PTO at meetings of other groups, and meet monthly (or as needed with principal).   

Vice President(s):  Perform the duties of the president if the president is absent or unable to 
serve. Participate in executive board meetings and provide input for decisions. Be an 
ambassador for the PTO and the school, acts as the parent liaison, oversee committees, train 
committee chair people, and act as a liaison between committee chair-people. Oversee 
fundraising selection, planning, and evaluation, lead outreach and annual membership drive. 
Acts as the coordinator of volunteers and committee chairs. 
 
Secretary:  Records the meeting minutes, conducts delegated correspondence, prepares 
agendas, record and distribute minutes of executive board meetings  and general meetings.  
Determine, with executive board approval, the most appropriate methods and frequency of 
communicating. Manage communications and marketing for the PTO, including but not limited 
to:   newsletters, email broadcasts, website, social media, notify local media about interesting 
PTO news, send out reminders and announce upcoming events. 

Treasurer:  The PTO treasurer is the custodian of the group’s funds. The treasurer helps 
develop the budget, collects fundraising money, writes checks for purchases and 
reimbursements, tracks income and spending, makes financial reports. Also, create monthly 
PTO treasurer reports (transaction report, performance to budget report), reconcile checkbook, 
make deposits in a timely fashion, keep financial transaction forms available for all volunteers, 
preserve financial records, including invoices and control forms. 
 



 
 

PTO NOMINATION FORM 
 
 
 
 
__________________________________________________________________________ 
 
Name of interested/nominated candidate__________________________________________ 
 
Phone and e-mail____________________________________________________________ 
 
Special interests or talents to bring to the PTO_____________________________________ 
 
__________________________________________________________________________ 
 
 
Please complete the above form and email to northeastptoboard@gmail.com OR place in an 
envelope labeled PTO NOMINATING COMMITTEE and return to school with your child by 
Friday, February 28. 
 
 

Please feel free to email with any questions: northeastptoboard@gmail.com 
 
 
Thank you, 
Northeast PTO 
 
 


