Miller-Driscoll PTA Job Description 
Kindergarten Parents Social Coordinators
Objective:  Organize and run this fall social event designed for the parents of Kindergarteners
Responsibilities/Timeline:

July / August
· Pick a potential venue, confirm available dates and propose such dates to PTA for approval; Once date is approved, book venue

· Create flyer for Social and seek PTA approval; Once approved, have circulated via email to K parents, post on social media and place in Meet the Teacher take home folders

· Purchase special event insurance, if required by the venue

· Complete all necessary permits for the Social, as per Town of Wilton

· Create catering menu and confirm logistics 

· Purchase paper goods needed

September

· Track RSVPs and collect checks
· Purchase beverages, confirm catering, make / purchase supplemental food, etc.

· Prepare décor – purchase flowers, balloons, etc.

· Set-up in afternoon before of the Social

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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