Battle Creek Parent Club Board Position Descriptions

President
Overview:
The President serves as the leader and primary representative of the Parent Club. This role ensures that the club runs smoothly, meetings are productive, and events align with the school’s mission and goals. The President works closely with the principal, school staff, and fellow board members to coordinate fundraising, community events, and volunteer efforts.
Key Responsibilities:
· Plan and lead all Parent Club meetings.
· Collaborate with the Vice President and other board members to set annual goals and priorities.
· Serve as the main point of contact between the Parent Club, school administration, and community partners.
· Support event chairs and committees by providing guidance and oversight.
· Communicate regularly with families through newsletters, emails, and social media (often delegating these tasks as needed).
· Ensure all decisions and expenditures align with the club’s budget and bylaws.
· Represent the Parent Club at school or district meetings when appropriate.
Time Commitment:
· Ongoing throughout the school year.
· Moderate time each month for meetings and communication; additional time during major events.

Ideal For:
A strong communicator and team leader who enjoys bringing people together and helping projects succeed from start to finish.



Vice President
Overview
The Vice President supports the Parent Club President and helps ensure that meetings, events, and communications run smoothly. This role is often seen as a leadership and backup position — assisting with decision-making, overseeing committees, and stepping in when the President is unavailable.
Key Responsibilities:
· Support the President 
· Assist with planning and leading parent club meetings.
· Collaborate on setting agendas and goals for the year. 
· Step in to lead meetings or events if the President is absent.
· Oversee Committees and Events
· Serve as a liaison between committee chairs (like Book Fair, Jog-a-Thon, etc.) and the parent club board. 
· Check in with event leads to ensure they have the support and volunteers they need. 
· Help recruit and train new volunteers or future leaders.
· Communication & Coordination
· Help maintain clear communication between the parent club, school staff, and families. 
· Support promotional efforts for events, fundraisers, and volunteer opportunities.
· Leadership Development
· Learn the duties of the President role and be prepared to assume that position in the future if needed.
· General Support
· Attend board and general meetings. 
· Participate in parent club events and fundraisers. 
· Provide input on decisions and help ensure the club’s mission is carried out effectively.
Time Commitment
· Ongoing throughout the school year.
· Moderate time each month for meetings and communication; additional time during major events.


Ideal For
Someone organized, collaborative, and ready to take on a leadership role — a great fit for volunteers who like being involved in multiple areas and helping things run smoothly.

Treasurer
Overview:
The Treasurer manages all financial matters for the Parent Club, ensuring transparency and accuracy in the club’s budget, income, and expenses. This role is essential for keeping the organization’s operations compliant and financially healthy. The Treasurer works closely with the President and event chairs to manage funds responsibly and provide clear financial reporting.
Key Responsibilities:
· Maintain detailed and accurate financial records.
· Receive, deposit, and track all income from fundraisers and donations.
· Pay approved expenses and reimburse volunteers.
· Prepare monthly financial reports for Parent Club meetings.
· Work with the President to develop and monitor the annual budget.
· Ensure compliance with all required reporting and banking procedures.
· Support event chairs with budget planning and financial guidelines.

Ideal For:
A dependable, detail-oriented individual comfortable managing money, spreadsheets, and record keeping.

Secretary
Overview:
The Secretary is the record keeper and communication hub for the Parent Club. This role ensures that all meeting minutes, correspondence, and key documents are accurate, organized, and accessible. The Secretary helps maintain smooth communication among board members, volunteers, and the wider school community.

Key Responsibilities:
· Record and distribute minutes from all Parent Club meetings.
· Maintain attendance records and official documentation (such as bylaws and budgets).
· Assist with creating and sharing newsletters, emails, and meeting reminders.
· Keep a record of votes, decisions, and motions from meetings.
· Support event promotion by helping with flyers, sign-ups, or communication updates.
· Maintain an organized archive of club activities for future reference.
· Ideal For:
Someone who’s organized, detail-oriented, and enjoys keeping things running smoothly behind the scenes.

Communications Coordinator
Overview:
The Communications Coordinator manages how the Parent Club shares information with families, staff, and the school community. This role focuses on keeping everyone informed, engaged, and connected by ensuring that updates about events, volunteer opportunities, and accomplishments are clear, consistent, and easy to find.
Key Responsibilities:
· Create and share Parent Club updates through newsletters, flyers, social media, and school communication channels.
· Coordinate with event chairs to promote fundraisers, meetings, and school activities.
· Maintain the Parent Club’s online presence (website, social media, or email lists).
· Design or organize promotional materials such as posters, digital graphics, or event reminders.
· Ensure messaging reflects the school’s mission, values, and positive spirit.
· Work closely with the President and Secretary to keep communication accurate and timely.

Ideal For:
A creative, organized communicator who enjoys writing, social media, and helping families stay connected to what’s happening at school.

Fundraising Coordinator
Overview:
The Fundraising Coordinator leads the planning and execution of Parent Club fundraising efforts throughout the year. This role helps ensure the club meets its financial goals to support school programs, events, and classroom needs. The Fundraising Coordinator collaborates with the Treasurer and event committees to design fun, effective, and community-building fundraisers.
Key Responsibilities:
· Plan, organize, and oversee fundraising events and campaigns (e.g., Jog-a-Thon, restaurant nights, catalog sales, etc.).
· Research and propose new fundraising ideas that fit the school community.
· Coordinate with the Treasurer to track income and expenses from each event.
· Communicate with sponsors, vendors, and donors when needed.
· Recruit and support volunteers for each fundraising activity.
· Evaluate fundraising outcomes and share results with the Parent Club board.
· Ideal For:
An enthusiastic, outgoing organizer who enjoys planning events, engaging the community, and finding creative ways to support the school.


Volunteer Coordinator
Overview:
The Volunteer Coordinator helps connect parents, caregivers, and community members with opportunities to get involved at school. This role focuses on building a strong volunteer network, ensuring each event or project has the help it needs, and making volunteering a fun, rewarding experience for everyone.
Key Responsibilities:
· Recruit and organize volunteers for Parent Club events, fundraisers, and school activities.
· Maintain a list or database of volunteers and their interests or availability.
· Communicate volunteer needs through newsletters, sign-up forms, and social media.
· Coordinate with event chairs and committee leads to make sure all shifts and tasks are covered.
· Welcome and orient new volunteers, answering questions and helping them feel comfortable.
· Recognize and thank volunteers throughout the year for their time and contributions.

Ideal For:
A friendly, organized person who enjoys bringing people together, building community, and helping others get involved in meaningful ways.

Jog-a-Thon Coordinator
Overview:
The Jog-a-Thon Coordinator leads one of the school’s biggest and most exciting fundraisers of the year! This role oversees all planning, promotion, and event-day logistics for the Jog-a-Thon — an event that encourages student fitness, school spirit, and community support while raising important funds for school programs. The coordinator works closely with the Parent Club Board, school staff, and volunteers to ensure a fun, well-organized, and successful event.
Key Responsibilities:
· Plan and organize all aspects of the Jog-a-Thon, including setting dates, coordinating with the school, and securing necessary supplies.
· Work with the Parent Club and Treasurer to establish fundraising goals and manage the event budget.
· Coordinate sponsor outreach and recognition, ensuring local businesses are thanked and highlighted appropriately.
· Communicate with families about donation platforms, deadlines, and event details through flyers, newsletters, and social media.
· Recruit and schedule volunteers for setup, lap counting, cheering, and cleanup.
· Oversee event-day logistics such as music, decorations, water stations, and safety coordination with staff.
· Track and report results, including total funds raised and top student or class performers.
· Help plan follow-up celebrations or assemblies to recognize students, sponsors, and volunteers.
Ideal For:
An energetic, organized person who enjoys event planning, teamwork, and creating a fun, positive experience for students and families. Perfect for someone who loves to mix school spirit with community engagement!

Book Fair Coordinator
Overview
The Book Fair Coordinator organizes and manages the school’s book fair, often in partnership with a company like Scholastic. Their main goal is to run a smooth, successful event that promotes reading and raises funds for the school or library.

Main Responsibilities
· Plan and Schedule the Fair
· Coordinate dates with the principal, librarian, and the book fair vendor.
· Reserve the location (often the library or gym).
· Decide on fair hours — school-day sales, family nights, etc.
· Coordinate Volunteers
· Create and share volunteer sign-ups (often through SignUpGenius).
· Train volunteers on how to run the registers, help students shop, and restock books.
· Ensure coverages for all shifts.
· Promote the Event
· Create flyers, posters, and social media posts.
· Share info through the school newsletter or parent emails.
· Encourage teacher wish lists and classroom book donations.
· Oversee Setup and Take Down
· Manage delivery, setup, and display of books and merchandise.
· Organize the fair layout for smooth student flow.
· Handle cleanup and pack-up after the event.
· Manage Sales and Finances
· Keep track of cash, checks, and credit transactions.
· Reconcile the final sales report with the book fair vendor.
· Submit proceeds or book credits to the school/parent club.
· Collaborate and Report Back
· Communicate regularly with the Parent Club about progress, needs, and outcomes.
· Provide updates on volunteer needs or special events (like Family Night).
· Share results — how much money or how many books were earned for the school.
Time Commitment:
· Heaviest involvement for 2–3 weeks around the fair (typically held twice a year).
· Some planning and communication in the weeks prior.
Ideal For:
Organized, friendly volunteers who enjoy event planning and helping kids get excited about reading!



