Miller-Driscoll PTA Job Description
Spirit Wear Coordinator

Overview:  Responsible for merchandise table sales at Meet the Teacher day (August), Open House Nights (K/1st/2nd) and Kindergarten Orientations (May). *Other PTA events could arise throughout the year that also present an opportunity for spirit wear sales.* Promote orders through the Schoolhouse Scoop newsletter. Coordinate email orders and collect all money throughout the year. Order all inventory from vendor and keep track of storage of items. 
Responsibilities:
· Store and keep track/count of all physical inventory. Ensure that there is merchandise/on-line order information available for table sales at the above events.

· Manage event table sales (contact the Volunteer Coordinator for list of potential volunteers).  Organize volunteer help for table sales. 

· Coordinate deposits/merchandise payments with the Treasurer.

· Work with vendor to order sufficient inventory. Partner with Treasurer and PTA President on budget and inventory expectations.
· Accept and coordinate all orders placed through school promotion or Schoolhouse scoop. Deliver the inventory to child/family and collect money for the Treasurer.

· Communicate with parents and guardians concerning orders in a timely manner.

· Take suggestions and/or complaints from students, teachers and parents in order to improve selection of spirit wear.

Ongoing: As needed to provide event updates, attend PTA meetings and/or submit written report to be read into PTA minutes. Attendance at PTA meetings outside of providing event updates is always encouraged, however not required.

*All Committee Chairs must be members of the PTA per our By-Laws.
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