
Rice PTA Communications

Communications is a simple, straightforward position that requires less than one hour per week.  Responsibilities include collecting PTA information/announcements from board members and committee chairmen and forwarding it to the school librarian (Donna McKinney) to include in eNews or the PTA webmaster to include on the website.  

Following are some simple steps to help you with your job:

1. Introduce yourself to the librarian at the end of the school year and make sure she has your email address so you get her reminder emails (starting the week before school).

2. Get a list of email addresses for board members and committee chairmen.

3. Contact the webmaster and find out if they need anything for the website.

4. Send an email to board members and committee chairmen every week requesting information for eNews. (The librarian sends a weekly email reminder which will help you remember to do yours.)

5. Collect all input and compile it into one email to send back to the librarian on Sunday evening.

6. Occasionally you will need to send information to the webmaster to include on the PTA website, however, she typically gets the necessary information from the weekly eNews.


