Below are descriptions of all the executive officers.  These descriptions have been taken directly from the TMS PTO Bylaws and were last updated in the 2007-2008 school year.

The officers of the organization shall consist of a President, Vice-President, Secretary, Treasurer, Membership Chairperson, and the Principal, and shall be called the Executive Committee. Two persons may be nominated and elected to fill any single position. In this instance, both of the persons shall be given all of the rights and responsibilities of the office as enumerated herein. 

President. The President shall be the principal executive officer of the organization and in general be a good leader.   The President shall manage and or delegate responsibilities for all activities of the organization.  When present, the President shall preside at all Executive Committee meetings as well as all meetings of the General Membership.  The President shall also have the following responsibilities:  submit information /articles for the Falcon Newsletter or other school/PTO newsletter for the school year.  The first submission usually occurs mid summer for the following school year and then four other times during the year; execute the agenda for monthly General Membership or other meetings and make sure the Executive Board is kept current as to what information is on the monthly agendas; keep all Executive Board Members and General Members current with what is being asked of the organization; maintain a good working rapport with TMS Principal and TMS Staff; attend additional TMS faculty and/or other meetings upon the Principal’s request.

1. Vice-President. The Vice-President shall be a member of the Executive Committee and, in the absence of the President, shall perform the duties of the President. The Vice-President shall perform such other duties as are assigned by the President or the executive Committee and also assist the Membership Chairperson as needed.  If temporarily representing the President, the Vice-President must immediately report to the President any new business. 

1. Secretary. The Secretary shall be a member of the Executive Committee. The Secretary shall keep the minutes of the proceedings of the membership and the Executive Committee and handle correspondences on official TMS Letterhead as directed by the President, and communicate all minutes to all board members before PTO meetings and, in general, perform all duties incident to the office of Secretary and such other duties as may be assigned by the President or the Executive Committee.

1. Treasurer. The Treasurer shall be a member of the Executive Committee. The Treasurer shall have charge of and be responsible for all funds of the organization and shall receive and give receipts for monies due and payable to the organization from all sources and shall .deposit such funds in such banks or other organizations as are selected by the Executive Committee. The Treasurer shall make disbursements as authorized by the President, Executive Committee, or membership in accordance with the budget adopted by the membership. The Treasurer shall present a written financial report at each General Membership Meeting of the membership and at other times as requested by the Executive Committee.  If necessary file appropriate paperwork with the IRS.

Membership Chairperson. The Membership Chairperson shall collect membership applications and forward dues to the Treasurer.  The Membership Chairperson shall be responsible for maintaining an alphabetical list of membership listing each member’s email address if provided, telephone number, and on which committee(s) the member has volunteered to serve.  This list is to be forwarded to the President and the Vice-President.  Separate lists are compiled for each committee and forwarded to the chair(s) of that committee as well as the Vice-President.  If a committee does not have a chair, the Membership Chairperson will actively seek a chairperson(s).  Information about each of the fundraisers and PTO sponsored activities are kept by the Membership Chairperson and forwarded to the committee chairs as appropriate.  This information is then collected and redistributed the following year.  The Membership Chairperson is also responsible for disseminating information to the general membership, through emails, as appropriate.
