
We’ve Got Some Shoes To Fill
It’s time to elect officers for the 2021-2022 school year! 

We are looking for parents to join William Lehman Elementary’s PTA Board. 

       President         Treasurer   1st VP of Newsletter 2nd VP of   3rd VP of 
          Fundraising              Volunteers

       
      
        Recording         Corresponding   
         Secretary              Secretary

The PTA Nominating Committe is looking for you.  If you’ve got energy, talent and a passion for 
your child and the ability to contribute to the enrichment of our children, then this is for you. 
We’ve got current officers that are available for guidance.  If your considering the possiblity, but 
want to learn more, send us an email at wleptanewsletter@gmail.com.  We’re also avaialable every 
morning until 9:00 am in the office. 

If you already know you are fit for one of the positions or know someone that is, feel free to fill out 
the form below and return it to your child’s teacher by April 30th, 2021.  

Name: ______________________________________     Phone: _________________________________

Position Interested In: ________________________      Email:_______ ___________________________

Child’s Name: _______________________________    Teacher & Grade: _________________________

Find out more about the positions and their roles at www.WilliamLehmanElementary.org

Calling All 

Volunteers!



Positions:

President: Oversees and provides guidance for all PTA board members/committees and activities, creates agendas and 
conducts PTA meetings according to WLE Rules of Order, leads the school PTA toward specific goals chosen by the 
membership and is the official representative of the school PTA. The president works closely with the school administrators 
to meet the goals of the membership and is/are responsible for the accuracy of PTA information and compliance with PTA 
policies/bylaws.
Time Commitment: 3-6 hours/week

Secretary: Records minutes at each PTA Meeting and submits them to the PTA president for review, makes necessary
revisions, e-mails minutes to each PTA board member, and also places in the official PTA Minutes Notebook.
Time Commitment: 1 hour/week

Treasurer: Controls all funds of the association accounting for all receipts and expenditures, makes disbursements as 
authorized by the president, executive board, or association. The Treasurer ensures that all checks are signed by two 
authorized PTA members (treasurer and president). Emails monthly Treasurer ’s Report to PTA Board Members prior to the 
monthly meeting for approval at the meeting and conforms to bylaw requirements; submits books annually for an audit.
Time Commitment: 3-5 hours/week

VP of Communication: This person will serve as the key link from school to home for all PTA supported communication tools 
working closely with the President and Principal and WLE community to ensure proper dissemination of information; 
providing timely and accurate distribution via the newsletter, website and email. Must ensure that communications meet 
the compliance guidelines of Miami Dade County Public Schools and aids other board/committee positions with 
communication needs. This position will also serve as the back-up to the president should something happen and the 
president will need to step down.  
Time Commitment: 2-3 hours/week

VP of Fundraising: The VP of Fundraising is the point person for all WLE Fundraisers. This person is responsible for          
evaluating all fundraising events throughout the year and determining how everything is working together (e.g., Should 
we add a new fundraiser? Do we have problems with existing fundraisers?). Coordinates the events and what’s needed to 
make sure they run smoothly. 
Time Commitment: 2-3 hours/week

VP of Volunteers: Oversees the recruitment and coordination of volunteers for all WLE activities/events including 
Membership and special programs. The VP of Volunteers works closely with the VP of Fundraising to aid them in 
volunteer recruitment for fundraising activities. Maintains a database of volunteers (and their preferences) and directs 
communication for recruitment activities. The volunteer coordinator is in charge of obtaining and compiling information 
on the number of hours worked by volunteers.
Time Commitment: 2-4 hours/week

Corresponding Secretary: Creates the forms and information that is being disseminated to all for the different events 
and coordinates with the President, VP of Fundraising to make sure that the information is produced in a way that will 
communicate the information.  
Time Commitment: 1-2 hours/week


