
Miller-Driscoll PTA Job Description

Fine Arts Coordinator
Overview:  The Fine Arts Coordinator(s) will choose performances for the children of the school.  They will research and review the performers, book the performances and oversee and help on the day of the performance.
Timeline
JUNE/JULY
1. Meet with Prior Year’s Chair(s)/Meet with Chair(s).
2. Determine Budget:  Obtain budget from PTA treasurer.
3. Review/Research Performers:  Review evaluations of previous performers and reference materials from agents and rating services.  Obtain tapes/videos/promotional material on acts of interest.  ALL performers and shows must be approved by the PTA President and the school office before being booked.
JULY/AUGUST
1. Develop Tentative Schedule:  Develop a tentative schedule for a Fall and Spring show that stays within the budget.
2. Contact Acts:  Work with booking agents to obtain several possible dates.  Once a date is established, obtain contracts and follow contract guidelines.
3. School Calendar:  Check performer dates against Calendar.  Office prefers not to be a part of these discussions.  Once date is clear with both school and performer, reserve the date, time and space on the school calendar. 
4. Develop Final Schedule:  Create a brief outline of the year’s schedule and distribute to the Principal, office staff, the PTA President and any talking points regarding the shows.  The office will distribute the schedule and talking points to the staff.
5. Building Use Permit:  Main office will either provide the form or complete it for you.  If they provide the form, complete it and submit.
SEPTEMBER:
1. Distribute Schedule:  At first PTA meeting and to newsletter chair.
ON-GOING: 
1. Checks:  Obtain checks from PTA treasurer as needed to meet performer contract requests.
2. Pre-Show:  Contact the main office before each performance giving date, time, and a brief description of the show.   Inform Custodians of any specific needs for the show.  Contact artist to verify performance.
3. Day-Of:  Meet Performer and help with their needs/set-up.  Greet and help seat classes.  Introduce the act.  Provide teachers with evaluation forms, if any.  After show, help performer pack up.
4. 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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