Volunteer Hours Coordinator
Short Description: 
Responsible for monthly updates of volunteer hours. Reports hours to the Plano Council of PTAs. This position can be done from home and takes less than 2 hours per month to complete at your convenience. 

Detailed Description: 

Time Commitment:  Limited time commitment to complete this role, approximately 2 hours per month. 
Current duties are:

· Send email monthly (or bimonthly, or whatever time frame you choose) to Chairpersons to collect their "at home" volunteer hours 
· Make sure to get hours from Chairs who had events that month, i.e. Socials, Teacher Luncheons. 

· Send email monthly to Julie Green (or Rice Front Office person who has access to Raptor system) to collect total number of “on campus” volunteer hours and number of volunteers that logged into the Raptor system that month
· Keep log of monthly hours (both “at home” hours and Raptor system hours

· This monthly log can be hand written or electronic method (MS Excel)
· Julie Green can also add “At Home” hours for a person directly into Raptor if that is preferred over keeping a log.

· Report total volunteer hours and number of volunteers on form designated by Plano ISD Council of PTA’s to the Council Chair of Volunteers (Debbie Rynas).

· Council website is www.planopta.org.
· This is completed at the end of the school year.

