Miller-Driscoll PTA Job Description

Room Rep Coordinator

Objective:  Compile a list of volunteers from each classroom to serve as room reps. Train the room reps in a meeting at the start of the year.  As needed, distribute PTA correspondence to the room reps and act as a PTA point of contact for them.

Timeline:

· The PTA begins recruiting volunteers in the Spring.  Room Rep Coordinator contact information is made available via PTA communications, including Kindergarten and New Student Orientation.    Maintain a spreadsheet of potential volunteers and respond to interested volunteers in a timely manner.  Encourage all volunteers to complete the online PTA Volunteer Sign-Up survey. 

· In August, update your spreadsheet with information provided from the Miller Driscoll PTA Volunteer Coordinator.  Email all volunteers that indicated interest in the room rep role for your grade and confirm they are still able to make the commitment.  In your email, explain the process by which room reps will be selected and provide the Room Rep Job Description.

· Once class lists are available, match up volunteers by teacher and use the guidelines below for assigning / recruiting room reps.

· Once the room reps are assigned, get the list to the Membership / MobileArq chair(s) and the PTA president(s).

· Solicit additional information from PTA activity chairs for inclusion in the orientation packet for room reps.

· Get the room reps to work with teachers to obtain as many parent emails as possible during Meet the Teacher Day.  (Note: This may happen before your orientation meeting with the room reps.)  

· Work with the Room Rep Coordinators for other grades to hold an orientation meeting the first week of school for all room reps. 

· Throughout the year send any necessary emails to the room reps for distribution.  All emails sent out through this chain must be approved by the PTA president first.

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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