Miller-Driscoll PTA Job Description
Hospitality Coordinator
Overview:  Hospitality provides the coffee and accoutrements at various PTA sponsored or hosted events. Hospitality Chair(s) are also members of the PTA Board of Directors.
Responsibilities/Timeline:

*The Hospitality Committee is responsible for providing coffee and food at:

1.  The first PTA meeting of the year (Sept)

2. The WEF Read Aloud Day (March)

a. Contact is Jennifer Carvajal from WEF.  (jencarv@hotmail.com).  She will reach out to you when the time comes. The librarians can tell you if that contact changes.

3. One Bus Driver’s meeting during the school year to be worked out with the other 

schools.

*The Hospitality Committee is responsible for planning, organizing and carrying out the following for the faculty and staff at Miller/Driscoll:

1. Welcome back Luncheon (August – usually the Tuesday before school starts)

a. Contact Wilton Deli or other vender to cater the food.
2. Halloween Treat bags (small bags of candy –approx. 3 pieces- stuffed in teacher mailboxes Halloween morning)

3.Winter Breakfast (February – Valentine’s theme- or March – St. Patrick’s theme)

a. Contact Wilton Deli or other vendor to cater the food

4. Teacher / Staff Appreciation week (May)

a. Plan 3 events during Teacher appreciation week.  These can include:  a coffee/dessert bar, lunch bags (donated by parents or catered by Wilton Deli), a staff breakfast, mailbox treats, etc.

The events above must be coordinated with the PTA presidents and school principal regarding the date and scope of the event.   Space must be reserved when needed, and all costs must fit within the Hospitality budget, which can be obtained from the PTA Treasurer.

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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