
  

TJMS – PTA Positions 

President - Presides at all board and general PTA meetings. He/she coordinates the 
work of the PTA officers, board and various committees. Lastly, the President ensures 
that the mission and vision of the PTA are carried out to benefit students, parents, 
teachers and administrators. 

Vice President - Presides at meetings in the absence of the President and serves as a 
leadership resource for different projects and fundraisers. He/she works alongside 
board and committee members to accomplish the goals of the PTA.  

Secretary - Attends and records the minutes of the board and general membership 
meetings of the PTA, and he/she keeps all minutes for safekeeping throughout the 
school year. The secretary also keeps other important PTA documents such as budget 
reports, membership rosters, standing rules and by-laws.  

Treasurer - Authorized custodian of the funds of the PTA. He/she receives and 
disburses all money as prescribed in the yearly budget. The treasurer maintains 
accurate records of income, expenditures, assets and liabilities of the PTA and makes 
financial records available for review by members, board and the audit committee. 

Volunteer Coordinator Chair- Makes sure that all volunteers have been cleared to 
work at the school. They work with PTA chairs to help them get volunteers for their 
committees and PTA events. They work with administration to put on the volunteer 
orientation at the school and provides volunteers for school functions as well.  

Hospitality Chair- Plans and organizes teacher luncheons throughout the year. They 
caterer the event, set up, clean up and arrange for parents to volunteer in the cafeteria 
while the teachers enjoy their lunch. They organize volunteers to help bring in 
homemade desserts as well. This position can be co-chaired.  

PTA Community Night and Ice Cream Social Chair- Plans and organizes this event 
as a welcome back to school and for parents to learn more about what the PTA does. 
Organizes teachers to help serve the ice cream and toppings, and volunteers to help set 
up and break down at the end of the night. Plans for entertainment (music performance) 
usually a teacher to play for the night. *The PTA President works with the board to have 
them on hand to reach out to the families and give them more information about the 
PTA.  



Fall Fling Chairs- The main event the PTA provides for the students for the year! Works 
with vendors (photo booth, bouncy houses and climbing walls) to be set up for the 
event. Plans for food and beverage to be donated from TJMS families. Organizes 
volunteers to help with various stations throughout the school. Sells wrists bands for the 
event. Makes up flyers to be put on the Patriot Post and throughout the school. This 
position can be co-chaired  

PTA Communications/Social Media Chair – Posts events and PTA information on the 
website and Posts a bi-monthly newsletter the Patriot Post from the PTA. Works with all 
committees to make sure their information in on all our communications with the school. 
They update and post on the TJMS Facebook page.  

Giving Campaign Chairs- This committee works to help provide funds for school 
needs that cannot be addressed due to local and state budget constraints. Information 
is put together in a pamphlet and distributed to all TJMS families. Donations are sent in 
to the committee and online payments are set up on the PTA website. This is an on-
going position that works throughout the campaign to ensure the PTA raises the money 
needed to provide the funds for the school.  

Membership Chair- Signs parents up to be members of the PTA. Will set up at 6th 
grade orientation, 7th and 8th grade orientations and PTA community night and ice cream 
social to sign up members. Updates the website and makes copies of the membership 
forms. Collects the money and deposits to the PTA treasurer by the 15th of every month. 

Spirit Wear Chair- Works with the printer to print up various spirit wear gear (t-shirts, 
sweat shirts, magnets, etc.). Sets up at 6th grade orientation, 7thand 8th grade open 
houses, PTA community night and Ice cream social to sell the products. Provides order 
forms to parents to order the wear throughout the year.  

Copy Coordinator Chair- Trains and organizes volunteers to provide copying or 
teachers throughout the year. 

Reflections Chair- Reflections is a National PTA contest for students in the categories 
of photography, visual arts, dance, choreography, film production and literature. The 
reflections chair makes posters and advertises the contest in through PTA 
communications. Collects the entries on the deadline, has a panel of judges from TJMS 
and then those winners are sent to the national contest. All participants will be 
acknowledged by the PTA at the end for their submissions. 

Patriot Pride Chair- Works with the administration in collecting prizes and donations for 
the patriot pride store. Students are given tickets from teachers and administration for 
acts of good behavior, acts of kindness and leadership.  

Advocacy- The goal of the local PTA advocacy committee chair is to inform the 
membership about education issues and North Carolina PTA legislative goals. Advocacy 
committee chairs can help the members become effective advocates and help members 
work in a coordinated way to achieve major goals. Advocacy chairs should educate 
members about North Carolina PTA’s legislative goals and review these goals at 
membership meetings. The advocacy chair and North Carolina PTA can also provide 



regular progress reports to members about the issues and goals of North Carolina PTA 
as well as National PTA. 

Keeping Members Informed and Involved.  SIT/Parent Advisory- PTA provides two 
representatives to be on the SIT/Parent Advisory committee for WSFCS.  

Book Fair Chair- Works with the librarian Mr. Shoulda to set up and break down the 
book fair. Also gets volunteers and manages the volunteer schedule.  

Box Tops chair- Advertises to the school about collecting box tops and sets deadlines 
for submitting. Coordinates a party for the class that brings in the most box tops. 
Submissions are for fall and spring.  

Nominations Chair- Works with the PTA to fill board and chair positions for the present 
year and the next school year. The chair collects names throughout the year of people 
who may want to hold a board or chair positons that are vacant. The chair then 
nominates the people to the PTA board in April and the general PTA then votes in the 
election in May. 

Secret Club Chair- Twenty-two million children receive free or reduced-price meals 
through the National School Lunch Program and the National School Breakfast 
Program. For many of these children, school meals may be the only meals they eat. The 
secret club Program at TJMS has been helping children get the nutritious and easy-to-
prepare food they need to get enough to eat on the weekends.  The chair works with the 
administration to get volunteers to help stuff the backpack every Friday.  

Grade Level Activities Chair - Work with grade level teachers to help plan the end of 
the year picnics. For the end of year picnic for 6th and 7th grade the chairs get 
volunteers, get drink and dessert donated by parents and set up games and music.  

6th grade- also organizes the 6th grade orientation before school starts. They supply 
water and snacks for the incoming 6th graders and families.  

7th grade 

8th grade – also works with the student council for the 8th grade dance. The chair(s) get 
volunteers, decorate and pay for (PTA has a budget for this) desserts and drinks.  

Audit Chair- Works with the treasurer at the end of the year to audit all the accounting 
books and all the work from the treasurer.  

For more information regarding PTA positions, please contact the following: 

Cindy Mussomeli – Jmussomeli@att.net  

Cindy Grimes - c.m.grimes@outlook.com   
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