Great Bowden Academy PTA Vacancies
The PTA currently have the following vacancies. To put your name forward for any of these roles, or any way in which you are able to contribute time, skill or resources, please email gba.pta@gmail.com or the school office on office@gba.learnat.uk 
PTA Chair
Main purpose of the role: To lead the committee, ensuring the PTA is run in line with its constitution and according to the wishes of all members. A good chair helps things to run smoothly and efficiently, the ‘facilitator’.
The chair's responsibilities:
· Chairs and facilitates meetings (planning and AGM)
· Monitors events with Project leaders to keep on track, ensures decisions are implemented
· Liaises with the school about fundraising priorities
· Welcomes and motivates new volunteers
· Is a designated signatory on the PTA bank account
· Ensures the PTA is registered with regulatory bodies eg, the Charity Commission, Gift Aid, and submits reports where necessary.
· Arrange meetings and ensures meetings have enough attendees to be valid
· Plan the year ahead events (with the help of an assembled team)
At the AGM:
· Writes the annual report
Suits people who are…
· Passionate about the future of our school
· Diplomatic and fair
· Enthusiastic
· Good delegators

PTA treasurer
Main purpose of the role: The treasurer controls the PTA funds in line with the committee’s decisions as well as charity law. They make sure upcoming events are affordable and profitable and report financial information to the rest of the team.
The treasurer's responsibilities
· Manages the day-to-day finances
· Keeps a detailed and accurate record of the PTA’s financial activity
· Reports on the finances at meetings in a clear, concise way
· Arranges floats and card readers for events
· Ensures money is kept safely before and during events
· Banks the takings from events and fundraisers
· Makes Gift Aid claims
· Implements procedures for making payments and claiming expenses
· Completes the Charity Commission annual return (if registered)
· Gets accounts audited where necessary
At the AGM: Prepares the financial report
Suits people who are…
· Confident at handling money and budgets
· Good with numbers
· Methodical

Secretary
Main purpose of the role: Ensures that the PTA’s activities run smoothly. They use their excellent communication and organisational skills to take minutes and keep records. 
The secretary's responsibilities:
· Communicates with the school and committee members, including circulating the agenda before PTA meetings
· Takes minutes at meetings, recording the key points, decisions made and relevant action points
· Manages communication between the committee, volunteers, school and school community
· Prepares the publicity for events, including flyers, posters and tickets
· Keeps records
· Shares information
At the AGM
· Helps the chair prepare for the meeting and takes minutes on the day
Suits people who are…
· Great communicators
· Accurate writers
· Helpful and motivated

Fund Committee Members (x 6 minimum)
Overview: Fund requests are to be raised at school level, signed off by the Senior Leadership Team (SLT) at regular intervals and presented to the Fund Committee for sign off. The Fund Committee is responsible for agreeing and signing off these fund requests within a regular meeting and informing the STLs which have been approved. Committee keeps Treasurer informed and updated, who will action the release of the agreed funds.
Main purpose of the role: Have final sign off of fund allocations and where the money is spent. Meeting on regular intervals (half-termly?) to sign off fund requests from the school. Understands the schools’ priorities. 
Suits people who are…
· Passionate about the future of our school
· Good with numbers
· Diplomatic and fair
· Enthusiastic

Grants secretary
Main purpose of the role: A grants secretary's role is to research and apply for grants. This involves working with the school and committee to establish what needs funding, finding grants that are suitable for your school, gathering evidence and writing applications. 
Suits people who are…
· Writing skills are crucial 
· A fundraising background would be beneficial or experience in writing applications

Project leads
Main purpose of the role: Someone to own and project manage an event. To plan, organise and recruit a team to put on one event from the planned list. For example, plan and run a school disco. This would include recruiting the ‘micro-volunteers’ for their event.

Micro-volunteers
Volunteers to offer time or a skill to help with one of the planned fundraisers from this years’ calendar of events. The ‘Project lead’ will recruit micro-volunteers for their event.

Class representative
Main purpose of the role: Class reps are a visible point of contact between parents and the PTA. They can help to spread messages more locally and mean the rest of the committee isn't spreading itself too thin in reaching out to the community. It also means all year/class groups are represented. Class reps are key in securing volunteers for events.
