
PTFA Chair (Vice- Chair assists with all of the below) 

The Chair directs meetings, making sure all views are heard and everyone is involved in the 

meeting. The Chair also holds the casting vote where there is tied vote. They can allot more 

time to decision making if possible.  

Duties and responsibilities of the Chair: 

• Prepares for meetings with the Secretary 

• Invites members to meetings 

• Suggests items for the agenda 

• Identifies outstanding items from the last meeting 

• Sets ground rules for meetings making sure they are inclusive. 

• Delegate tasks to other members 

• Liaises with school to help decide on where funds should be allocated 

• Ensures committee members fulfil their role according to the PTFA constitution.   

• Ensures decisions are made clear 

Key skills: 

• Confident and assertive – able to control meetings and call them to order when 
necessary, making sure everyone has an opportunity to speak 

• Able to remain impartial – ensures contributions are brief and that everyone’s views 
are respected 

• Calm, friendly and approachable – as the main point of contact for the PTFA for all 
members, the PTFA Chair must be inclusive, and make sure everyone feels welcome 

• Organised and able to delegate – most PTFAs organise a lot of activities. The PTFA 
Chair should make sure the workload is shared and that tasks are completed as 
agreed 

PTFA Treasurer (Assistant-Treasurer assists with all the below) 

The Treasurer should make sure that all financial transactions are checked and recorded 
correctly. It is the whole committee’s role to be responsible for where and how money is 
spent within the school.  

Duties and responsibilities of the PTFA Treasurer: 

• Keep accurate financial records 

• Present financial overview at each meeting 

• Manage PTFA bank account including arranging changes of signatories and all 
banking.  

• Keeps all bank cards, cheque books and paying-in books safely stored 

• Follows best practice procedures for counting and banking money after events 

• Makes approved payments and approved expenses to committee members 

• Prepares Treasurer’s report for AGM 

 

 

 



PTFA Secretary 

The Secretary fills an important role which could be help by two people willing to split duties. 
The Secretary supports the PTFA to build effective communication links between the school 
and the association. They also maintain records for events and details of relevant contacts.  

Duties and responsibilities of the PTFA Secretary: 

• Prepares for meetings with the PTFA Chair 

• Takes minutes at meetings, recording attendance, action points, decisions and 
proposals. 

• Circulates approved minutes with reminders for any actions needed. 

• Maintains records 

• Handles correspondence for the association. 

Key skills: 

• Organised and efficient 

• Good listener – able to identify key discussion points and actions for minutes 

• Calm, friendly, approachable – able to communicate confidently with the school and 
other committee members.  

Ordinary PTFA Committee members: 

An ordinary committee member has the same responsibilities as other roles to make sure 
the committee is run in an organised, approachable and inclusive manner. Ordinary 
committee members have the same voting rights as officers allowing them to contribute to 
decisions. It is a good introduction role to those who would like to be involved officially but 
not hold one of the other roles (Chair, Treasurer, secretary).  

Ordinary Committee members could be given specific tasks such as social media co-
ordinator, welcoming new parents and informing them about the association, recruiting 
volunteers to help at events or being part of a sub-committee for particular events like the 
Summer Fete. 

There are many other informal positions on the committee which can be beneficial to fill in 
order to spread the workload or enable people to use their specific skills. Five Acres PTFA 
would like a Vice Chair and Communications Officer in addition to the roles mentioned in the 
previous paragraph.  


