Brentwood Christian School

VIP Coordinator Job Description

Leadership Title: Homeroom Representative Coordinator
Overall Job Description: Responsible for Coordinating Homeroom Rep Duties and Disseminating Information to the Homeroom Reps for all Elementary Classes. 

Essential Duties and Responsibilities – In order to receive the full 20 credit hours, you must complete the following:

1. Prepare packet for Homeroom Reps detailing important rep responsibilities for the year including important dates, events, sample letters, and rep contact list. Have a homeroom rep “kick-off” meeting to review the packet.
2. Contact homeroom reps for parent volunteers, food, desserts, and/or money needed in regard to Teacher Appreciation Luncheons. Verify that all classes have volunteers to cover shifts for the luncheons.

3. Contact homeroom reps with reminders for Fall Fest Sign-up Sheets, Class Parties, etc.
4. Serve as PTF contact to all homeroom reps in order to distribute information and requests from PTF. These events/requests may vary by year (i.e. TCSA Hospitality Room coordination with reps)
5. Document work to pass on to future Homeroom Representative Coordinators.

Qualifications: To perform this job successfully, an individual must be able to perform each essential duty or responsibility satisfactorily. The requirements listed below are representative of the knowledge, skill and/or ability recommended.
Talents/Skills/Experience:

· Verbal and Written Communication Skills
· Organizational and Planning Skills
· Basic Computer Skills such as MS Office and Outlook
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