
ERS Council Job Descriptions

Chairperson:
· call all meetings of Council and finalize the agenda
· supervise all Council activities
· speak on behalf of the Council
Vice-Chairperson:
· assume the responsibilities of the Chairperson in the Chairperson’s absence
· aid the Chairperson in Council activities
· responsible for Parent Development Presentations
· review and report to Council on the draft policies of the Board
· review and report to Council on Alberta Home and School Council Association activities
Communications Coordinator:
· prepare and distribute the Council newsletter on a monthly basis
· update the parent information board on a regular basis 
· update the Council website as required
· coordinate the distribution of all other Council communication to parents
· work closely with the Public Relations Coordinator to maximize effective communication within the school community
Public Relations Coordinator: 
· act as a communication liaison between the school’s staff and the community
· coordinate and implement Council’s involvement in the school’s public relations events such as Education Week Open House, Parent Information Nights, etc
· coordinate photo opportunities for school special events
· work with the Council Chair to communicate with local media regarding school events and issues affecting our children’s education
· Work closely with the Communications Coordinator to maximize school’s profile in the community
Secretary:


· record, distribute and maintain copies of the minutes of Council meetings
· responsible for Council’s correspondence and official records
· check voice mail on a regular basis and pass on messages as required 
Treasurer:
· maintain the financial records of Council
· issue cheques and deposit monies on behalf of Council
· prepare a brief financial report for each Council meeting
Grants Coordinator: 

· research and present relevant grant opportunities to Council;
· prepare grant proposals to potential funders to support Council initiatives; and
· communicate with the Fundraising Coordinator regarding grant opportunities
Volunteer Coordinator:

· responsible for coordinating all volunteer efforts for Council programs and assisting the Fundraising Coordinator when volunteers are needed.
Fundraising Coordinator:

· responsible for coordinating all Council fundraising projects
· work closely with the Grants Coordinator to ensure Council maximizes grant opportunities
Members at Large:
· Assist Council in decision-making
· Take on projects as required

