
 1 Cavendish School PTA |Mission Statement 

 

Cavendish School PTA 

Join the Team! 

We are currently recruiting for the following positions on the PTA, we 

also need a body of general committee members.  

To register your interest in any of the posts please email pta@cavendish.e-sussex.sch.uk 

November 2016 | Committee Role Descriptions 

The Secretary 

The Key role of the Secretary is to manage all the paperwork and records of the PTA. 

This will include: 

1. Taking and writing up the minutes for committee meetings and the AGM. These should be shown to the 

Chairperson for immediate correction before sending them out to the rest of the committee. These draft 

minutes are then corrected if necessary, or formally approved at the next meeting. 

2. Responsibility for all correspondence both incoming and outgoing, including any notices that are sent out to 

parents – these MUST be approved by the school. 

3. Responsibility for ensuring that the committee is advised of all correspondence and for keeping Parent 

Council/PTA records. This means keeping a file with the agendas, minutes and correspondence in it.  

4. The Secretary usually makes the detailed arrangements for any meeting, including taking out the lets, and is 

the contact person for any visitor. 

Communication Coordinator 

The key role of the Communication Coordinator is to create and maintain consist routes of communication between 

parents, the school and the wider community about the PTA. 

This will include: 

1. Social Media, liaising with the School to keep the school  social media up to date about the PTA and using 

the PTA social networks to inform parents of events and information. 

2. Assisting the Fundraising Coordinator in creating posters and appropriate signage for events to communicate 

them to the wider community on behalf of the PTA – These MUST be approved by the school before 

distribution. 

3. Assisting with creating materials to be uploaded onto the school website to communicate events and 

information to parents about the PTA. 

 

All roles are subject to change within the requirements of the PTA as it expands; any changes will be discussed and 

agreed at general meetings. 

 

 


