
 

Officer and Committee Chair Descriptions 

The PTA Executive Board is composed of elected officers, committee chairs, and school representatives. It 

meets one evening per month to conduct PTA business. Anyone may attend. General meetings for the entire 

membership are scheduled four times per year.  

Our committees are dedicated to developing and delivering meaningful, educational and fun events for our 

children.  We look forward to your participation in these initiatives whether it be through purchasing items 

from a fundraiser, volunteering your time for an event or by simply keeping "in the know” by visiting our 

website and sharing news with other parents. 

Elected Officers 

President – Serves as leader and key contact for the PTA; presides at all PTA meetings; ex-officio member of 

most committees; appoints chairpersons for special committees; coordinates the work of the officers and 

committees so that the PTA’s objectives can be met. (Effort: year-round, on-going)  

Vice President - Acts as an aide to the President; perform the duties of the President in the absence or 

inability of that officer to serve; assumes other responsibilities as assigned by the Executive Board; 

coordinates the general activities of any Special Committees created by the Executive Board. Ideally – is 

willing to serve as President in the future. (Effort: year-round, time varies depending upon roles)  

Recording Secretary - Keeps the minutes of all general meetings and all meeting of the Executive Board. 

Maintains volunteer list for committee chairpersons. (Effort: 2-3 hours per month, average)  

Corresponding Secretary - Prepares correspondence and perform all other duties assigned; helps recruit 

committee chairpersons for all vacant standing committees of the board; keeps the calendar of events for the 

PTA. (Effort: 2-3 hours per month, average)  

Treasurer - Is responsible for and has custody of all funds; makes disbursements as properly 

authorized; is present at all PTA events where money will be collected; assures that PTA policies and best 

practices are followed with regards to funds; prepares financial reports for each meeting and as needed. 

(Effort: 4-5 hours per month, average)  



Legislative - Communicates any active campaigns promulgated by the NJ Network of Catholic School 

Families to establish parental education, support, and participation in state, local, and federal legislative 

action. 

Chairs and Other Supporting Positions 

Book Fair- Works with the school-assigned staff to coordinate the volunteers for the annual book fair.  May 

include setting up and breaking down of book displays. 

Box Tops for Education Chair – Collects, organizes, and submits a request for payment on the school’s 

behalf. Together, with a team, coordinates incentive efforts for successful collection periods. (Ongoing 

throughout the year) 

Field Day Liaison – This committee works with the Physical Education faculty to organize and facilitate the 

activities and/or events of Field Day (in May). 

Staff Appreciation Committee:  The co-chairs plan monthly meals and other small tokens throughout the 

year to recognize the efforts of the school staff.  The co-chairs recruit parent volunteers to serve on the Staff 

Appreciation committee who are responsible for providing meals, paper products, desserts, etc. for the 

breakfasts. 

Hospitality Committee: This committee is responsible for coordinating hospitality and refreshments for 

regular PTA functions and special events involving the faculty, students, and school families. 

Fundraising Committee- This committee explores additional fundraising options for the PTA and 

manages the smaller fundraisers. 

Spirituality and Social Concerns- The PTA strives to have social service projects schedule on the 

calendar throughout the year. This chair will help to coordinate these projects (for example, blood drives, 

Christmas gifting program, loaves and fishes, and other community efforts). 

One-Time Events Committee:  This committee will provide leadership for the entire event planning 

process (e.g.: securing a date, creating and disseminating the flyer, publicizing, and collecting payment). 

Committee Members will coordinate the overall production, provide suggestions and advice as needed, and be 

prepared to make final decisions on the event.  One-time Events include, but are not limited to the following: 

·         Trunk or Treat: The chair (co-chairs) organizes the annual Trunk or Treat event in the school 

parking lot. Chairs will coordinate fun, seasonal activities, pizza, and music for an evening of fun. 

·         Ice Skating Party: The chair (co-chairs) secures a date at the Mercer County Park Ice Skating 

Rink for the annual skating party to be held during Catholic Schools week. (ideally) The chair will, 

coordinate volunteers, collects RSVPs and payment for the event 



·         Father/Daughter Dance: The chair (co-chairs) is/are responsible for creating the theme and 

invitations for the Father/Daughter Dance.  The committee will coordinate volunteers, collect RSVPs 

and payment for the dance, plan snacks, and schedule the DJ at the dance. 

·         Mother/Son Event: The chair (co-chairs) will plan and host a fun event for Mothers and Sons 

during the school year.  The committee will select an activity/venue, coordinate volunteers, collects 

RSVPs and payment for the event, and plans food. 

·         Trenton Thunder Night:  The chair (co-chairs) is/are responsible for securing a date at the 

Trenton Thunder Baseball stadium for the annual OLS Night game (ideally the 2nd to 3rd week in May).  

The chair will collect RSVPs and payment for the game and disseminate tickets prior to the date of the 

game. 

Publicity Committee: This committee gathers reports about activities from the various committees; works 

with the Principal (as needed) on press notices, parish announcements, newsletters, marketing, etc. 

Room Parent Committee: This committee coordinates, oversees, and monitors the homeroom parents.  

This position requires consistent email contact between the school and parents and a working knowledge of 

signupgenius.  The co-chairs are responsible for orienting “Room Parents” to their responsibilities for the 

upcoming school year.  As needed, the chairs of this committee coordinate correspondence to the “Room 

Parents” under their charge. (e.g. lower and upper school classes assigned to them) 

Spirit Gear Liaison: The co-chairs are responsible for managing and selling the Spirt Wear merchandise to 

our school community.  The chairs will coordinate options and ordering of the spirit wear with our vendor.  

The chairs will help promote and oversee the sales throughout the year as well as inventory/restock 

merchandise as needed. 

Spring Flea Market Chair:  The Spring Flea Market chair will work to sell vendor spaces and manage the 

layout of the flea market held on school grounds.  

  

 


