Miller-Driscoll PTA Job Description
MobileArq Directory Coordinator

Overview:  Responsible for updating and maintaining the MobileArq PTA Directory throughout the school year and troubleshooting issues as needed. 
Responsibilities: 
· Assists the district PTA Directory Coordinator in August in transferring the Miller-Driscoll directory information to MobileArq for uploading. 
· Updates the staff, faculty, and PTA board member listings in the directory before the school year starts. 
· Responsible for maintaining the MobileArq PTA Directory throughout the school year by adding and removing families as needed. 
· Responsible for troubleshooting issues with the directory content, the MobileArq website, and the mobile app. 
· Acts as the liaison between Miller-Driscoll and MobileArq for any and all support issues. 
· Assists the Miller-Driscoll Fundraising Chairperson in creating and maintaining a mobile storefront in MobileArq for annual appeal donations. 
· Some basic computer experience necessary. 
Ongoing: As needed to provide event updates, attend PTA meetings and/or submit written report to be read into PTA minutes. Attendance at PTA meetings outside of providing event updates is always encouraged, however not required.
*All Committee Chairs must be members of the PTA per our By-Laws.
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