
General Duty Descriptions for PTA / PTSA Officers, Based on the WJCC PTA 
Council (PTAC) Bylaws * 

 
President: 
 
 *   Preside at all meetings of the association 
 *   Keep PTA/PTSA work in harmony with the Virginia PTA plan 
 *   Coordinate the work of the officers and committees of the Unit, in order that 
the Purposes may be promoted 
 *   Submit officers’ form and verification of the Unit employer identification 
number (EIN) to the state office immediately upon the election of officers and no 
later than June 15 annually 
 *   Be a member ex-officio of all committees except the nominating committee 
 
Additional potential president duties not mentioned in the bylaws: 

 Check PTA/PTSA mailbox and disperse mail 

 Set agendas in cooperation w/ local units 

 Organize and assign outreach/communication within school 

 Represent Unit at WJCC PTA Council Meetings, as scheduled 
 
 
Vice-presidents: 
 
 *   Act as aide(s) to the president 
 *   Be a member ex-officio of all committees except the nominating committee 
 *   In their designated order, perform the duties of the president in the absence 
or inability of that officer to act (recommend that 1st VP or Sole VP prepare to 
serve as President the following year) 
 *   Perform other delegated duties as assigned (e.g.; Lead for Programs / 
Fundraising) 
 
Additional potential VP duties not mentioned in the bylaws: 
 *   Keep calendar 
 *   Organize Reflections efforts / ceremony if no Reflections Chair 
 *   Organize events, as needed 
 *   Assemble nominating committee 
 *   Monitor national, state and local legislative issues of import to the Unit and 
recommend related communication plans, as appropriate 
 
 
Secretaries:  
 
 *   Record the minutes of all meetings of the Unit (recording) 
 *   Keep the official copy of the Unit bylaws in his/her files (recording); 
 *   Keep an accurate roster of the names of the Unit PTA/PTSA’s members, the 
names and address of Unit PTA/PTSA officers and chairs (recording) 



 *   Conduct delegated correspondence (corresponding) 
 *   Distribute monthly minutes and all other notices and correspondence to the 
Unit members in advance of scheduled meetings (corresponding) 
 *   Notify Unit members of meeting dates, time and place (corresponding) 
 *   Perform other delegated duties as assigned (both) 
 
Additional potential secretary duties not mentioned in the bylaws: 
 *   Develop and maintain Unit email list and establish other communication tools 
such as school website, FB, and Twitter 
 *   Establish and carry out Unit correspondence policy acceptable to the 
executive committee (i.e.; which of the many requests gets sent to the mailing 
list) 
 
 
Treasurer:  
 
 *    Have custody of all the funds of the Unit 

 Keep a full and accurate account of receipts and expenditures   
 *   Make disbursements as authorized by the president, executive board, or 
association in accordance with the budget adopted by the association 
 *   Have checks or vouchers signed by two officers, preferably the treasurer and 
the president 
 *   Present a written financial statement at every meeting of the Unit and at other 
times when requested by the executive board 
 *   Prepare an annual financial report at the close of the fiscal year 
 *   Have the accounts examined according to the auditing procedures 
established (e.g., participate in WJCC PTAC sponsored Audit Fest). 
 *   File a 990 or 990EZ per IRS regulations and provide copy to WJCC PTAC 
Treasurer and to the state office upon its completion 
 *   Submit a copy of the fiscal year-end audit to the state office within thirty (30) 
days following the adoption of the audit by the membership (at first PTA/PTSA 
meeting of the year) 
 *   Perform other duties as assigned 
 
Additional potential treasurer duties not mentioned in the bylaws: 
 *   Develop budget for fiscal year beg July 1, ending June 30.  Work closely with 
the officers to review/edit budget to be introduced in first meeting of the year 

 Assist Unit with financial issues that may arise 

 Train successor 
 
 
 

 Recommendations or comments in red are not addressed in the approved 
WJCC PTAC Bylaws and are only recommendations. 

 
**    Unit is the term used for the PTA or PTSA at each individual school. 


