Miller-Driscoll PTA Job Description
Visiting Author Day Coordinator
Overview:   This is a two-year position.  You will work in tandem with last year’s chairman and the Miller-Driscoll Library Media Specialists to plan, organize and facilitate Visiting Author Day, usually in the spring of the school year.  
The first year you will assist the previous year’s chairman.   During this year you will also begin to plan for the following year’s celebration when you will be the chairman.   The media specialists will help you by suggesting possible author/illustrator choices.
The second year you will be in charge of the Visiting Author Day, which involves:

· Coordinating the dates with Miller-Driscoll and Author
· Reserving appropriate meeting space at Miller-Driscoll
· Arranging for publicity (i.e. Schoolhouse Scoop; Good Morning Wilton)
· Creating book order form

· Collecting book orders as they are turned in and entering information into a spreadsheet
· Submitting book orders to various publishers

· Reserve lodging, arrange food and any necessary audio visual equipment
· Being on-site for the event to assist the author and distribute signed books to students

Before signing any contracts, you will need to get budget confirmation from the treasurers.  Make sure you are clear about the TOTAL cost from the author.  Some require a hotel and lunch is provided for two days.  For special illustrators drawing tablets are also provided.  

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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