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Job Description: 
The ABC President is the head of the PTO Executive Board and oversees all of its activities. The President presides over monthly PTO meetings and represents the school athletic groups at all school events.

Characteristics: 
• Desire to serve the PTO, the teachers, the school, and ultimately the students 
• Understanding of the organization’s mission 
• Willingness to delegate tasks 
• Good listening skills 
• Effective communication skills
Responsibilities: 
• Preside at general PTO meetings and 501(c)3 board meetings 
• Serve as the primary contact to the principal and represent the PTO at meetings of other groups, if needed 
• Serve as an ex-officio member of all committees 
• Retain all official records of the PTO
Typical Monthly Tasks: 
• Prepare for and assist in leading 501(c)3 board meetings
• Prepare for and lead PTO meetings 
• Review the treasurer’s report 
• Have regular check-in meetings with the principal and/or leadership
• Thank volunteers for their efforts
Typical Annual Tasks: 
• Finalize the activities calendar with the principal and/or leadership team
• Assist in scheduling of monthly 501(c)3 board meetings for the year 
• Hold a committee chair orientation 
• Update the signature cards at your PTO’s bank 
• Double-check key organizational dates, including your PTO insurance policy renewal, incorporation with the state, and IRS Form 990 or 990-EZ, if applicable 
• Determine which officer and committee chair positions might need to be filled next year, and    reach out for volunteers
 Training and Resources: 
• One-on-one with outgoing president 
• PTO Today’s Leader’s Toolkit 		• Past files and examples 
• Articles about president topics 		• Computer files

Rancho Solano Athletic Booster Club Vice-President Job Description and Responsibilities


Job Description: 
The Athletic Booster Club Vice-President oversees organizing committees by gathering and scheduling of people and volunteers, collecting ideas, resources and materials, and to hold fund raising meetings on a regular basis with all Standing Committee Members, Coaches, and school athletic teams.

Characteristics: 
• Desire to serve the PTO, the teachers, the coaches, the school, and ultimately the students 
• Understanding of the organization’s mission 
• Willingness to delegate tasks 
• Good listening skills 
• Effective communication skills
 Responsibilities: 
• Assist the president 
• Perform the duties of the president if the president is absent or unable to serve
• Participate in general PTO meetings and 501(c)3 board meetings and provide input
• Be an ambassador for the PTO and the school
 Additional duties as defined in the PTO’s bylaws. Common additional duties include: 
• Oversee committees, train committee chair people, and act as a liaison between committee chair people and the Rancho Solano PTO Committee and Leadership team 
• Oversee fundraising selection, planning, and evaluation 
• Serve as PTO parliamentarian 
• Serve as a bylaws expert 
• Be a liaison for coaches and athletes 

 Typical Monthly Tasks: 
• Participate in general PTO meetings and 501(c)3 board meetings

Typical Annual Tasks: 
• Finalize the activities calendar with the PTO President 
• Familarize yourself with the PTO’s bylaws
• Other tasks as designated by the PTO President and Rancho Leadership Team

Training and Resources: 
• One-on-one with outgoing vice-president 
• PTO Today’s Leader’s Toolkit 
• Articles about vice-president topics 
• Past files and examples 				• Computer files

 Rancho Solano Athletic Booster Club Secretary Description and Responsibilities





Job Description 
The ABC Secretary serves to provide and assist in collaborative support of the PTO by keeping the minutes of all Committee and board meetings and maintain master document and contact information for all members, coaches and athletic teams for reference. 

Characteristics: 
• Desire to serve the PTO, the coaches, the school, and ultimately the student athletes
• Understanding of the organization’s mission 
• Good listening skills 
• Effective communication skills 
• Good computer skills 
• Strong organizational skills

Responsibilities:
• Prepare agendas for general meetings 
• Record and distribute minutes of board meetings 
• Maintain a complete file of all approved minutes, agendas, and materials distributed at any official PTO meeting 

Typical Monthly Tasks: 
• Attend and participate in PTO meetings and 501(c)3 board meetings
• Record minutes of those meetings 
• Prepare agendas for general meetings 
• Share the minutes from the last general meeting for distribution (and approval) at the upcoming general meeting 
• Record minutes of general meetings and distribute them in a timely manner
• Keep records of all documents in the shared PTO Vault. 

Training and Resources: 
• One-on-one with outgoing secretary 
• PTO Today’s Secretary’s Toolkit 
• Articles about secretary topics 
• Past files and examples 
• Computer files 
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