Volunteer Chair Responsibilities:

· Provide the District through Elizabeth Cardle with end of month total volunteer hours and new Best Club Members name(s).  (format on PTA Website labeled LTE Volunteer Hours 2011-2012)

· Provide the PTA President (Melissa Nelson) and the Communication Chair (Oneida Gonzalez) and Elizabeth Cardle with monthly volunteer hours, YTD total volunteer hours, new (BCM) Best Club Member names, and upcoming SOM (Staff of the Month) & VOM (Volunteer of the Month). 

· When Communication Chair requests information for upcoming news letter, please provide the following:

1. Volunteer hours for previous month and total hours up to date for current school year.

2. New Best Club Member(s) name(s)

3. Volunteer/Staff of the Month with 1-2 sentences explaining reason for nomination.  

· Organize Volunteers and provide volunteer scheduling through the LTE PTA website: www.lte.my-pta.org for various events through out the school year.  (Volunteer Scheduling process is provided on the PTA website under Files tab and under Website Instructions)

· Send emails through PTA website requesting volunteers for various events. When you have created a schedule online for a event, send a email through website as well to let volunteers know of the event.  How to send a email through website is provided under the Files tab under Website Instructions.

· Send monthly reminders to volunteers via PTA website to report their time; preferably the last week of the month.  (sample email format in Volunteer Files on website)

· Congratulate Volunteer of the Month and Staff of the Month via email.  Letter format provided on website under Volunteer Files.  I send the letter via email a few days before the beginning of the month.  

· Providing Spreadsheet for current school year with names of volunteers to various event leaders and/or organizers. (spreadsheet format is provided on website under Volunteer Files).  Once you have completed the spreadsheet of volunteers, you can upload it on the website files.  

· Order books (once a year) for VOM & SOM through www.btsb.com with list provided by Kim Wood.  Order books all at once.  Two books per month 8months x 2 recipients.  Kim will provide you with list online.  

· Print VOM & SOM label stickers for books donated to library in behalf of PTA.  (Format of stickers provided in Volunteer Files).  Provide stickers to Kim Wood.

· Gather nominees for VOM & SOM to be voted in at monthly PTA Exec Board meetings.  KMK usually recommends a SOM recipient but does not have to be limited to KMK.  Anyone can nominate a SOM recipient.  Ways to look for the VOM is to look at the volunteer detail report and see who has lots of hours, you can ask Elizabeth and the PTA board for VOM recipients as well.  

· Meet with Executive PTA Board members on a monthly basis; usually the last Tuesday of the month (approx. an hour long). You will have a limited amount of time to report  hours, BCM’s and vote on SOM & VOM.  

· Attend the General PTA meetings at 6:00pm on the 1st Tuesday of the month (approx. 20-30 minutes long). 

· You have a $550 budget for books to library (usually book order is around $400-$500) and Avery stickers for library books; you can purchase at Office Max.  To avoid paying taxes at Office Max, make sure you let cashier know you are with LTE PTA.  PTA does not reimburse you for taxes.  

Total time commitment: 

Monthly:  5-10 hours average - Some months are busier than others:  for example the beginning of school year, you are inputting volunteer forms on to spreadsheet and creating volunteer schedules for new school year events.   Then during the holiday months, it gets busy again creating upcoming school events during these months: the book fair, the Thanksgiving Luncheon, the Breakfast with Dads etc).  It really slows down after the New Year.  

All files and samples of emails or formats are on the website for your convenience.  You will find it under the Files tab under Volunteer Files or Website Instructions.  Please email or call me if you have any questions.

Oneida Gonzalez

oniegonzalez@austin.rr.com

480.213.1370

