DUTIES OF OFFICERS 
Section 1.  The President shall: 

a) Preside over all general association and Executive Board meetings

b) Perform such other duties as may be prescribed in these bylaws or assigned to him/her by the association, be a member ex officio of all committees except the nominating committee; and

c) Coordinate the work of the officers and committees of the association in order that the Objects may be promoted.

Section 2: The President-Elect shall:

a) Work under, and in cooperation with the President and fulfill such other duties as may be assigned by the President. In absence of the President or his/her ability to act, the President-Elect shall perform the duties and exercise the powers of the President;

b) In absence of both the President and the President-Elect or their ability to act, the several Vice Presidents, in order of their precedence (as determined by the Executive Board), shall perform such duties and exercise the powers of the President;

c) The several Vice Presidents shall perform such duties as assigned to them by the Executive Board.

Section 3.   The Past President shall

 a) Serve as an advisor to the Executive Board for one year.                              

                  b) Serve as a member on the Nominating Committee.

                  c) Serves as the chairperson to the by-laws revision committee every three years.   

Section 4.  The 1st Vice-President shall serve as coordinator for all cultural enrichment programs, provide guest speakers for monthly PTA meetings and report the activities of the Nominating Committee.  The 2nd Vice-President shall serve as coordinator for all fundraising events.  The 3rd Vice-President will oversee all committees involved with PTA communications and publicity.

All Vice Presidents shall:

a) Act as aides to the President; and

b) Perform the duties of the President and the President-Elect in the absence or disability of both officers to act.                                                      

Section 5.  All Volunteer Coordinators shall:

a) Initiate and oversee the compilation of all PTA sponsored activities. 

b) Recruit for PTA committee chair people in April/May for the following school year.

c) Organize the staff luncheon that is held the day before school begins.

d) Organize Volunteer Sign-Up Night

e) Fill committee chair positions as needed throughout the year.

f) Assist committees as necessary.

Section 6. The Recording Secretary shall:

a) Record and distribute the minutes of all meetings and notices of the association electronically;

b) Have a current copy of the bylaws and distribute to all Board members at the beginning of the school year.

c) Maintain a membership list in conjunction with the membership committee.

d) Perform other such delegated duties as assigned.

e) Send out notices of executive board meetings and other meetings. Notify officers, committee members and delegates of their election and promptly send to the Connecticut PTA office the names and addresses of newly elected officers and those serving a second term.

Section 7.  The Treasurer shall:

a) Have custody of all the funds of the association;

b) Keep a full and accurate account of receipts and expenditures; 

c) Make disbursements as authorized by the President, President-Elect, Executive Board, or association in accordance with the budget adopted by the association;

d) Sign checks and have expense vouchers signed by two people; the Committee 

Co-chairperson  and either the President or President-Elect. The President and President Elect shall also be authorized to sign checks

e) Have association check each month’s bank statement against the association’s check register.

f) Present a financial statement at every meeting of the association and at other times when requested by the Executive Board.

g) Make a full report at the meeting at which new officers officially assume their duties.

h) Be responsible for the maintenance of such books of account and records as to conform to the requirements of ARTICLE V, Section 5 and ARTICLE XIII of these bylaws.

i) Have the accounts examined annually or upon change of officer by an auditor or an auditing committee not fewer than three members, who, satisfied that the treasurer’s report is correct, shall sign a statement to that fact at the end of the report.

j) Be responsible for filing proper reports with the Internal Revenue Service.

Section 8.   The Board of Education (BOE) Representative shall:

a) Attend all regularly scheduled Board of Ed meetings and special meetings, when necessary.  Meetings are scheduled on the second and fourth Tuesday night of the month. There are also special meetings scheduled when necessary. 

b) Report pertinent information from the BOE meetings to the OHS PTA Executive Board at its monthly meeting and to the general PTA at its monthly meeting.

Section 9.  The PTA Council Representative shall:

a) Attend all PTA Council meetings for Council representatives and special meetings when necessary.  

b) Report pertinent information from the Council meetings to the OHS PTA Executive Board at its monthly meeting and to the general PTA at its monthly meeting.

Section 10.  The Membership Coordinators shall:

a) Be present at PTA functions in order to collect PTA membership applications and dues from parents and staff.  PTA events include: PTA meetings, Parent Open Houses, and parent coffees held at the beginning of the school year.

b) Submit all dues with the corresponding number of members to the Treasurer.

c) Submit number of members to PTA Council.

d) Submit a list of all paid PTA members to the PTA Secretary.

e) Send out membership reminder notices throughout the year.

All officers shall perform the duties outlined in these bylaws and those assigned from time to time. Upon expiration of the term of office or in case of resignation, each officer shall turn over to the President or President-Elect without delay, all records, books, and other official material and shall return to the Treasurer, without delay, all the funds pertaining to the office.

