Want to Become a Board Member?

Board Member Position Descriptions

The only qualifications necessary for any HPA Board Member position are:
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A You must have a child at the Hajjar School.

A Have a desire to work to unify efforts of educators and parents to benefit the
Hajjar School Children.

A Board Member Positions are: President/Co-President, Vice President, Secretary,
Financial Secretary, and Treasurer. For information on each position or for a job
description see below:

Position: President/Co-President

Term: 1 Year

Primary responsibility is to inease family involvement in HPA and school activities
Prime HPA contact for School Principal (unless the President has appointed someone)
Facilitate all HPA board meetings and monthly HPA meetings

Responsible for managing and obtaigireports from all active committees

Responsible for reviewing all HPA email and mail and forwarding to appropriate person
Give speech at Back To School Night&i&ntation

Cochair the major fundraising activities

Coordinate HPA scholarships

Coordinate HPA volunteer appreciation social

School representative (or assign a school representative)

Responsible for smooth transition of all responsibilities to the next HPA president
Attend HFA sponsored events and fundraisers, when possible, and help in any way needed.
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Position: Financial Secretary

Term: 1 Year

Provide financial status report at monthly HPA meetings

Reconcile HPA checking account

Inform Board members of tax exempt number & procedure for use when making HPA purchases
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Prepare annual budget to project income & expenses

Publish annual financiatatement necessary for IRS and Mass filings (coordinate with accountant)
Responsible for smooth transition of all responsibilities to the next Financial Secretary

Attend HPA sponsored events and fundraisers, when possible, and helpwagmeeded.

Position: Vice President

Term: 1 Year

Assist the President/GBresident

Facilitate monthly HPA meetings in the absence of the President

Assist in the coordination of volunteers for all HPA events/fundraisers

Assist all Team Leaders if needed, or during their absence

Manage the HPA Board Member nomination and election process

Responsible for maintaining volunteer list for all events and the year

Responsible for smooth transition of edlsponsibilities to the next HPA Vice President
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Attend HPA sponsored events and fundraisers, when possible, and help in any way needed.

Position: Treasurer

Term: 1 Year

Responsible for the receipt and disbursement of all HPA funds

Record and deposit all fundraising cash and check receipts into bank accounts

Issue checks for all programs, events, and other HPA sponsored activities

Distribute Request for Reimbursement sheets and instructions on their use

Provide cash boxes and cash collection sheets for all fundraisers and events

Update signature authorizations with bank

Responsible for smooth transition of all responsibilities to the next HPA Treasurer

Attend HPA sponsored events and fundraisers, when possible, and help in any way needed.

Position: Secretary

Term: 1 Year

Responsible for taking and distributing the minutes from the monthly HPA meetings

Create and distribute list of HPA contteé members

Responsible for writing and distributing thank you notes and other correspondence of the HPA, including staff
greeting cards

Assist Presidents with scholarship applications (collect, copy, anebwiitpersonal information)

Responsible for the creation and distribution of all HPA sponsored event {yrehiding monthly meeting
reminders & newsletter

wSallyaAroftsS T2N aadOKz22f ySsaé [NIAOES Ay GKS . Aff SNAOI
Responsible for smooth transition of aésponsibilities to the next HPA secretary

Attend HPA sponsored events and fundraisers, when possible, and help in any way needed.
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