
















Appendix A: Officer Job Descriptions 

PTO Past President Job Description 

The PTO Past President will work closely with the PTO Presidents and PTO Vice Presidents and 

will serve in an advisory capacity.  

Term: This will be the final year of a three-year term (Vice President in year one, President in 

year two, and Past President in year three).  

Communication: Timely communication for PTO activities is critical. The PTO Past President 

will respond to questions from the PTO President and PTO Vice President regarding past 

practices and ways to implement or revise expectations (see Communication Schedule).  

Financial Protocols: This is specific to events in which cash will be required (see Cash 

Procedures for Volunteer Events). The PTO Past President will respond to questions from the 

PTO President and PTO Vice President regarding past practices and ways to implement or revise 

expectations.  

Volunteer Compliance: The PTO Past President will respond to questions from the PTO 

President and PTO Vice President regarding past practices and ways to implement or revise 

expectations to ensure the Volunteer Compliance requirements are met. Questions regarding 

compliance may be addressed to the school Compliance Coordinator.   
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PTO President Job Description 

The PTO President will head the PTO for St. Thomas Aquinas Regional School.  

Term: This will be the second year of a three year term (Vice President in year one, President in 

year two, and Past President in year three).  

The PTO President will:  

● Work with the PTO Secretary and Development Specialist to create the PTO calendar for 

the school year  

● Work with the PTO Treasurer and the Aquinas Business Manager to create the PTO 

budget for the year  

● In collaboration with the Past President, Vice President, Secretary, and Treasurer along 

with the Principal and the Development Specialist, the PTO President will set clear goals 

for the year (ex. number of fundraisers and dollar amount to be raised, number of social 

community building events to be held, number of enrichment opportunities, etc.)  

● Provide clear expectations to the Enrichment, Fundraising, and Social Coordinators 

regarding the deliverables expected for the year (ex. minimum of 6 spirit nights, Art to 

Remember fundraiser in the spring near Mothers’ Day, etc.)  

● Ensure the Coordinators have the support needed; if there is an issue, step in and assist 

with resolving 

● At the PTO Meetings 

o Create the agenda and identify the materials needed for the meeting  

o Review all meeting materials prior to the meeting and provide 

feedback/correction if needed  

o Call the meeting to order  

o Ensure the meeting stays on track and is conducted in a timely manner  

● PTO President/Principal Meetings  

o Create an agenda for each meeting  

o Work with the Coordinators to gather any materials needed to address items on 

the agenda  

Communication: The PTO President will oversee the Vice President in the role of supporting 

the Coordinators to ensure all communication is functioning as it should.  



● Coordinators to Event Chair: The Coordinator will initiate communication with the event 

chair ensuring activities are on track and the event chair has the needed resources.  

● Event Chair to School: The Coordinator will ensure the event chair is aware of and on 

schedule with all school communication regarding the activity and has the resources 

necessary. If communication is not meeting expectations, the Coordinator will step in and 

correct the issue working with the event chair and ensuring the overall communication 

process is followed (see Communication Schedule).  

Financial Protocols: The PTO President will oversee the  Enrichment, Fundraising, and Social 

Coordinators to ensure the financial protocols are followed (see Cash Procedures for Volunteer 

Events).  

Volunteer Compliance: All PTO Officers will be compliant as defined by the Diocese of 

Arlington. The PTO President will oversee  the Enrichment, Fundraising, and Social 

Coordinators and will understand what compliance is to ensure all PTO events and activities are 

following the guidelines as required. Questions regarding compliance may be addressed to the 

school Compliance Coordinator.  
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PTO Vice President Job Description 

The PTO Vice President will work closely with the PTO President and PTO Past President and 

the Enrichment, Fundraising, and Social Coordinators in support of activities sponsored by the 

PTO and any other school wide activities for which the PTO is asked to provide support. The 

PTO Vice President may represent the PTO President if needed and may serve as a designee.  

Term: This will be the first year of a three-year term (Vice President in year one, President in 

year two, and Past President in year three).  

The PTO Vice President will oversee the following events: 

● Any event categorized as hospitality or outreach 

● New Parent Orientation 

● Back to School Night 

● Open Houses 

● Other events as deemed appropriate by the PTO President and Principal 

Communication: Timely communication for PTO activities is critical. The Vice President will 

assist the Enrichment, Fundraising, and Social Coordinators in monitoring communication from 

the event chairs and ensuring it is timely. The Vice President will ensure the Coordinators are 

aware of and on schedule with communication under them and have the resources necessary. If 

communication is not meeting expectations, the Vice President will work with the Coordinators 

and correct the issue working to ensure the overall communication process is followed (see 

Communication Schedule).  

Financial Protocols: This is specific to events in which cash will be required (see Cash 

Procedures for Volunteer Events). The Vice President will support the Enrichment, Fundraising, 

and Social Coordinators to ensure they are aware of and have the resources necessary to adhere 

to the Cash procedures for any events/activities under them.  

Volunteer Compliance: The PTO Vice President will assist the Enrichment, Fundraising, and 

Social Coordinators to ensure the Volunteer Compliance requirements are met. Questions 

regarding compliance may be addressed to the school Compliance Coordinator.   

  

https://docs.google.com/document/d/1AkKQizURlhN9FQTzKlKxCZM_igMDx8jOGUQR-yT5VQI/edit?usp=sharing
https://docs.google.com/document/d/1Ci29_fVBliCnVW19PKfDaOkjuGQHGNVVqWQrNP4-5es/edit?usp=sharing
https://docs.google.com/document/d/1Ci29_fVBliCnVW19PKfDaOkjuGQHGNVVqWQrNP4-5es/edit?usp=sharing


PTO Secretary Job Description 

The PTO Secretary will manage the communication for the PTO meetings.  

Term: The PTO Secretary will serve a two-year term.  

The PTO Secretary will:  

● Oversee the school Spotify account 

● Oversee the Aquinas Family Facebook page Administrator 

● Oversee the distribution and collection of the PTO 8th grade Scholarship Essays (see 

PTO 8th Grade Scholarship document for additional details)  

● For the PTO Meetings  

o Gather input from all Officers for the meeting  

o Send a meeting notice to the Connection on the Friday one week prior to the 

meeting inviting any interested parents to attend - this should include the agenda 

for the meeting  

o Take roll  

o Take minutes  

o Provide a complete set of minutes to the President and the Principal within  one 

week following the meeting 

o After the approval of the President, provide the minutes to the PTO Officers, the 

Principal, and the School Liaison, to review before the vote for approval at the 

next meeting 

o Provide the approved minutes to the Connection for publication  

Communication: The PTO Secretary will be aware of the Enrichment, Fundraising, and Social 

Coordinator role in the Communication process (see Communication Schedule).  

Financial Protocols: The PTO Secretary will be aware of the Enrichment, Fundraising, and 

Social Coordinator role in ensuring the financial protocols are followed (see Cash Procedures for 

Volunteer Events).  

Volunteer Compliance: The PTO Secretary will be aware of the Volunteer Compliance 

requirements. In addition, the PTO Secretary will ensure that all PTO Officers are in compliance 
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as defined by the Diocese of Arlington. Questions regarding compliance may be addressed to the 

school Compliance Coordinator.   

  



PTO Treasurer Job Description 

The PTO Treasurer will manage the finances for the PTO for St. Thomas Aquinas Regional 

School.  

Term: The PTO Treasurer will serve a two-year term.  

The PTO Treasurer will:  

● Work with the PTO President, Principal, and the Aquinas Business Manager to create the 

PTO budget for the year  

● In collaboration with the President, Past President, Vice President, and Secretary along 

with the Principal and the Development Specialist, the PTO Treasurer will assist in 

setting clear goals for the year regarding fundraising and expenditures  

● At the PTO Meetings 

o Provide an updated budget for all members to review  

o Report on the current financials for the PTO  

▪ Highlight any new funds raised and any new expenses  

▪ Ensure PTO has a clear understanding of their financial position  

● PTO President/Principal Meetings  

o Provide an updated budget to the President  

o Identify any success or concerns that should be addressed with the Principal  

● The PTO Treasurer will foster open communication regarding finances between 

themselves and all Officers. The Enrichment, Fundraising, and Social Coordinators 

should apprise the Treasurer of the financial needs and/or results for any activities under 

their chair. The Treasurer may be asked to work with the Coordinators and the Event 

Chairs to develop/refine budget plans for PTO events.  

● At the start of the school year, the PTO Treasurer will initiate communication with the 

Enrichment, Fundraising, and Social Coordinators providing guidance on any activities 

under the Coordinator that include financial considerations. That includes working on a 

budget for specific events (ex. Welcome Back Socials , Fall Festival, Spirit Nights) and 

setting fundraising goals.  



Communication: Timely communication for PTO activities is critical. The PTO Treasurer will 

be aware of the communication process (see Communication Schedule).  

Financial Protocols: The PTO Treasurer will ensure the Enrichment, Fundraising, and Social 

Coordinators follow the financial protocols (see Cash Procedures for Volunteer Events).  

Volunteer Compliance:  The PTO Treasurer will be aware of the Volunteer Compliance 

requirements. In addition, the PTO Treasurer will ensure that all PTO Officers are in compliance 

as defined by the Diocese of Arlington. Questions regarding compliance may be addressed to the 

school Compliance Coordinator. 
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PTO Fundraising Coordinator Job Description 

The PTO Fundraising Coordinator will oversee all fundraising activities sponsored by the PTO 

and may be asked to provide support to other school wide fundraising activities.  

Term: PTO Fundraising Coordinator will serve a two-year term.  

The PTO Fundraising Coordinator in collaboration with the President and the Principal, will 

recruit to ensure all event chair positions have been filled by September. In the event that a 

position is unable to be filled, following discussion with the PTO President, the Coordinator will 

send notification of event cancellation to go out in the school newsletter.  

Events under the Fundraising Coordinators (See chart of events and calendar): 

● Spiritwear/Swag Designs  

● Spirit Nights  

● Used Uniform Sales  

● Aquinas Amazing Race (main fundraiser)  

● Art to Remember  

● Musical BravoGrams  

Communication: Timely communication for all events is critical to success. 

● Coordinator to Event Chair: The Coordinator will initiate communication with the event 

chair ensuring activities are on track and the event chair has the needed resources.  

● Event Chair to School: The Coordinator will ensure the event chair is aware of and on 

schedule with all school communication regarding the activity and has the resources 

necessary. If communication is not meeting expectations, the Coordinator will step in and 

correct the issue working with the event chair and ensuring the overall communication 

process is followed (see Communication Schedule).  

Financial Protocols: This is specific to events in which cash will be required (see Cash 

Procedures for Volunteer Events). Coordinators will ensure their event chairs are aware of and 

understand the cash procedures and that any event under them has a plan in place to adhere to the 

procedures.  
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Volunteer Compliance: All Coordinators will be compliant as defined by the Diocese of 

Arlington. Coordinators will ensure their event chairs are compliant at the time the individual is 

identified as the event chair. Coordinators will ensure that all events taking place under their 

chair are following proper volunteer recruitment to ensure all volunteers are compliant. 

Questions regarding compliance may be addressed to the school Compliance Coordinator.   

  



PTO Enrichment Coordinator Job Description 

The PTO Enrichment Coordinator will oversee all enrichment activities sponsored by the PTO 

and may be asked to provide support to other school wide enrichment activities.  

Term: PTO Enrichment Coordinator will serve a two-year term.  

The PTO Enrichment Coordinator in collaboration with the President and the Principal, will 

recruit to ensure that all event chair positions have been filled by September. In the event that a 

position is unable to be filled, following discussion with the PTO President, the Coordinator will 

send notification of event cancellation to go out in the school newsletter.  

Events under the Enrichment Coordinator (See chart of events and calendar): 

● Civil/Cultural Holidays  

● Faith Resources, Connection  

● Food Drives 

● Author Visit and Activities  

● Catholic School Week Activities/Youth Faith Rally 

● Living Rosary 

● Praying as a Family Night  

● Educational Presentations for Students, Parents, or Both  

● Any other event as deemed appropriate by the PTO President and Principal 

Communication: Timely communication for all events is critical to success. 

● Coordinator to Event Chair: The Coordinator will initiate communication with the event 

chair ensuring activities are on track and the Event chair has the needed resources.  

● Event Chair to School: The Coordinator will ensure the event chair is aware of and on 

schedule with all school communication regarding the activity and has the resources 

necessary. If communication is not meeting expectations, the Coordinator will step in and 

correct the issue working with the event chair and ensuring the overall communication 

process is followed (see Communication Schedule).  

Financial Protocols: This is specific to events in which cash will be required (see Cash 

Procedures for Volunteer Events). Coordinators will ensure their event chairs are aware of and 
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understand the cash procedures and that any event under them has a plan in place to adhere to the 

procedures.  

Volunteer Compliance: All Coordinators will be compliant as defined by the Diocese of 

Arlington. Coordinators will ensure their event chairs are compliant at the time the individual is 

identified as the event chair. Coordinators will ensure that all events taking place under them are 

following proper volunteer recruitment to ensure all volunteers are compliant. Questions 

regarding compliance may be addressed to the school Compliance Coordinator.   

  



PTO Social Coordinator Job Description 

The PTO Social Coordinator will oversee all social activities sponsored by the PTO and may be 

asked to provide support to other school wide social activities.  

Term: PTO Social Coordinator will serve a two-year term.  

The PTO Social Coordinator in collaboration with the President and the Principal, will recruit to 

ensure all event chair positions have been filled by September. In the event that a position is 

unable to be filled, in collaboration with the PTO President, the Coordinator will send 

notification of event cancellation to go out in the school newsletter.  

Events under the Social Coordinators (See chart of events and calendar): 

● Room Parent Coordinator  

● Guardian Angels Coordinator  

● Teacher Appreciation  

● Welcome Back Activities  

● Fall Festival  

● St. Nick Shop  

● Christmas Teacher Luncheon  

● Skate Social  

● Field Day  

Communication: Timely communication for all events is critical to success.  

● Coordinator to Event Chair: The Coordinator will initiate communication with the event 

chair ensuring activities are on track and the event chair has the needed resources.  

● Event Chair to School: The Coordinator will ensure the event chair is aware of and on 

schedule with all school communication regarding the activity and has the resources 

necessary. If communication is not meeting expectations, the Coordinator will step in and 

correct the issue working with the event chair and ensuring the overall communication 

process is followed (see Communication Schedule).  

Financial Protocols: This is specific to events in which cash will be required (see Cash 

Procedures for Volunteer Events). Coordinators will ensure their event chairs are aware of and 
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understand the cash procedures and that any event under them has a plan in place to adhere to the 

procedures.  

Volunteer Compliance: All Coordinators will be compliant as defined by the Diocese of 

Arlington. Coordinators will ensure their event chairs are compliant at the time the individual is 

identified as the event chair. Coordinators will ensure that all events taking place under their 

chair are following proper volunteer recruitment to ensure all volunteers are compliant. 

Questions regarding compliance may be addressed to the school Compliance Coordinator. . 
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