SHPPP JOB LIST – SHORT SUMMARY

EXECUTIVE POSITIONS

COUNCIL WORKER (Honorary)
various positions available at Council of Parent Participation Preschools’ office (detailed list available)
ENROLLMENT
registration and enrollment, aids promotions with planned events

EQUIPMENT
purchases, maintains, inventories equipment (with committee)

FUNDRAISER (1-2)
presents and implements options for parent fundraising including the Gala or alternative fundraising event

ORIENTATION
orientates new parents and maintains parent manuals

PARENT EDUCATION
maintains the parent education library, arranges speakers for General Meetings, tracks meeting attendance

PERSONNEL (Appointed)
responsible for job selections, evaluations and problem solving (with committee)

PRESIDENT
overall school administration, chairs executive and general meetings

SECRETARY
responsible for minutes of Executive and General Meetings

TREASURER (Appointed)
handles finances and keeping records

VICE PRESIDENT
assists President, organizes and coordinates school maintenance, etc.

SCHOOL POSITIONS

ART/TEACHER ASSISTANT
assists Teacher as required

DRAMATIC PLAY
cleans dramatic play area & props / assists Teacher when necessary

DUTY SCHEDULES / E-MAILING
prepares and distributes duty schedules, assists in preschool communication through e-mail and telephone

EXECUTIVE ASSISTANT
primarily assists Enrollment Chairperson and other executives when necessary

FIX-IT
repairs equipment as needed

FUNDRAISING ASSISTANT
assists the fundraising chairperson

HOUSEKEEPING (2-3)
responsible for organizing and cleaning the school

LIBRARIAN
maintains children’s library, organizes sale of Scholastic books

NEWSLETTER
publishes & distributes the monthly newsletter

PROMOTIONS
promotes school

PHOTOGRAPHY
sends photos via email, updates preschool album and arranges class photos

REFRESHMENTS / SOCIAL
arranges refreshments for meetings and social events

SPECIAL EVENTS 3’S
assists in planning and implementing special events, including trips and fundraising events

SPECIAL EVENTS 4’S
assists in planning and implementing special events, including trips and fundraising events

SUPPLIES / LAUNDRY
purchases supplies as necessary, collects and cleans preschool laundry

TREASURER’S ASSISTANT
assists the treasurer

WEBSITE
maintains the school website

YARD & GARDEN (2)
cleans and maintains yard, garden and shed

A committee will assign non-executive jobs and will do their best to match families, talents, and special circumstances to each job.  They will try to honor your “top three” favorites, but may need to assign you something different. Please know that EVERY JOB at the preschool is valuable and important to the smooth running of our facility. Thank you.



MY TOP THREE JOB CHOICES WOULD BE:

1.
 2.
 3.

NAME (please print)
TELEPHONE NUMBER
SEYMOUR HEIGHTS PARENT PARTICIPATION PRESCHOOL


