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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:  
Lead PTO Board meetings and General meetings; prepare agendas for each meeting; maintain a relationship with principal, faculty, staff and 
parents; appoints Parliamentarian position; prepare PTO calendar prior to start of school year. 

 

1ST VICE-PRESIDENT, EDUCATION:  
Manages and communicates with the Chairs of standing/special committees regarding Education and Teacher Support. 

1. Teacher Appreciation  
2. Bring Your Parent to School Day 
3. Special Skills Holiday Luncheon 
4. HISD Board Member Appreciation Luncheon 
5. Library Committee/activities 
6. Career Day 

2ND VICE-PRESIDENT, FUNDRAISING:  
Manages and communicates with the Chairs of standing/special committees regarding fundraising. 

1. Auction -  
2. Supper Club (coordinates with restaurants monthly fundraising nights) 
3. T-shirt and Sweatshirt sales (order items, sell to students/parents at Panther Camp, before or after school or during lunch) 
4. Homecoming Tailgate (prepares booth layout, coordinates organizations that man a booth) 
5. Fall Fundraiser (coordinates with school a fundraiser such as cookie dough, sweet treats, etc, specific fundraiser to be determined by Chair) 

3RD VICE-PRESIDENT, COMMUNICATIONS:  
Manages and communicates with the Chairs of standing/special committees regarding Membership, yearbook, and communicating with 
parents and faculty. 

1. Membership (sells memberships, maintain membership list) 
2. Spanish Translation (translates PTO agendas, and other PTO communications, such as newsletters, auction and membership forms, and 

attend PTO General Meetings). 
3. Website/Newsletter (post PTO news and information on website and email blasts) 
4. Social Media (post PTO news to Facebook and Twitter accounts) 

 
TREASURER:  

1. Maintain bank account;  
2. Pay bills and reimbursements as needed;  
3. Update and present a written monthly report of the budget. 

 
SECRETARY:  

1. Record minutes of Board and General meetings; 
2. Maintains correspondence; 
3. Provide and maintain Sign-in Sheets at each meeting;  

Distributes agendas and minutes to attendees at PTO meetings. 
 
 

9TH GRADE, 10TH GRADE, 11TH GRADE, & 12TH GRADE REPRESENTATIVES:  
1. Provide assistance in communicating PTO activities with parents in that grade level;  
2. Create and maintain an email list of parents in that grade;  
3. Sponsor a “grade-level” booth at tailgate event in October. 
4. Collect and Communicate to VP, Communication: 

a) College Notification Letters 
b) HHS Sports National Signing Day 
c) Class Specific Fundraisers 


