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HHS PTO Board Positions – General Descriptions 
 

 
These are general descriptions of each officer position but does not include all duties. Please contact the current officer for a more detailed list of 
duties and time involved. 
PRESIDENT:  

1. Lead PTO Board meetings and General meetings;  
2. Prepare agendas for each general and board meeting and distribute prior to meeting. 
3. Maintain a fair and impartial position at all times. 
4. Lead meetings and proceed with the business. 
5. Maintains a relationship with the principal, faculty, staff, and parents. 
6. Meet with the principal in June to set the calendar and maintain the calendar throughout the school year. 
7. Maintain the PTO mailbox in the school office. 
8. Distribute Bylaws and Standing Rules at the beginning of the school year. 
9. The President appoints the Parliamentarian who serves on the Board. 
10. President should maintain a binder and digital/electronic documents throughout the year to pass along to successor. 
11. All contracts should be signed by the President and reviewed by the board. 
12. Past presidents should attend board meetings through the fall and be accessible to support the current president. 
13. The president shall hold a planning board meeting before the school year begins. 

 
1ST 

 VICE-PRESIDENT, EDUCATION:  
Manages and communicates with the Chairs of standing/special committees regarding Education and Teacher Support. 

1. Teacher Appreciation  
2. Teacher Grants 
3. Senior Scholarships 
4. HISD Board Member Appreciation 
5. Assist PTO Board with: Orientation, Luncheons, Parties, Homecoming, Curriculum Night, Open House, etc. 

 
2ND 

 VICE-PRESIDENT, FUNDRAISING:  
Manages and communicates with the Chairs of standing/special committees regarding fundraising. 

1. T-shirt and Sweatshirt Sales:  order items, sell to students/parents at Pup Camp, during lunch, and manages on-line purchases. 
2. Store Management: replenish orders with food vendor, oversee adult volunteer and student volunteer schedule. 
3. Supper Club:  coordinates with restaurants monthly fundraising nights. 
4. Fundraiser/Auction  
5. Assist PTO Board with: Orientation, Luncheons, Parties, Homecoming, Curriculum Night, Open House, etc. 

 
3RD VICE-PRESIDENT, MEMBERSHIPS:  
Manages and communicates with the Chairs of standing/special committees regarding Membership 

1. Membership (sells memberships, maintain membership list) 
a. Maintain membership list 
b. Works with VP, Communication to discuss on-line paid memberships 
c. Works with VP, Communication to discuss e-mail blast list vs membership list 
d. Oversee manning of membership tables at HHS events:  Pup Camp (orientation), Curriculum Night, Bring your Parent to School Day (Open House), 

General PTO Meetings, Annual Signing Day (welcoming new parents). 
2. Assist PTO Board with: Orientation, Luncheons, Parties, Homecoming, Curriculum Night, Open House, etc. 

 
4TH VICE-PRESIDENT, COMMUNITY BUILDING:  
Manages and communicates with the Chairs of standing/special committees regarding communicating with parents and faculty. 

1. Website/Newsletter (post PTO news and information on website and email blasts) 
2. Social Media (post PTO news to Facebook and Twitter accounts)  
3. Spanish Translation (translates PTO agendas, and other PTO communications, such as newsletters, auction and membership forms, and attend PTO General 

Meetings). 
4. Assist PTO Board with: Orientation, Luncheons, Parties, Homecoming, Curriculum Night, Open House, etc. 

 
TREASURER:  

1. Update and present a written monthly report of the budget. 
2. Maintain PTO bank account;  
3. Maintain accurate and organized records of receipts and bills for at least 7 years. 
4. Pay bills and reimburse individuals as needed;  
5. Coordinate check signing. 
6. Pay QTR & YR taxes. 
7. Oversee accountant activity. 
8. Communicates all related correspondence of all tax related notices to PTO Board. 
9. Operate under the HHS PTO Treasurer’s Guidelines 

 

SECRETARY:  
1. Record minutes of Board and General meetings; 
2. Maintains correspondence; 
3. Provide and maintain Sign-in Sheets at each meeting;  
4. Distributes agendas and minutes to attendees at PTO meetings. 


