
 
 

PTCA Volunteer Opportunities 
2019-2020 

 

Leadership Team 

Co-President (two slated positions) 
Co-President Elect (two slated positions) 
Treasurer (slated position) 
Communications Lead 
Community Lead 
Fundraising Lead  
School Life Lead  
Volunteer Coordinator Lead 

Volunteer Opportunities 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 

 
 
 
 

Communications 
- Email 
- Chronicle 
- Legenda 
- Website 
- Photographer 

Community 
- Bingo 
- Grandparents Day 
- Faculty and Staff 

Appreciation 
- Hospitality 
- Directory 
- Cavalier Serves 

 
Fundraising 

- Cavalier Fund 
- Business Partners 
- Spirt Wear 
- Parent Social 

 

School Life 
- Veterans Day 
- Kindergarten Event 
- Field Day 
- Athletics 
- Fine Arts 
- Uniforms 
- Lunch Bunch 
- Year Book 

Volunteer Outreach 
- Ambassadors 
- Room Parents 
- Hispanic Liasons 
- Admin Support 
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Communications Team 
 
Email: Assist the Administration, Director of Advancement, and PTCA President in sending out all-school email 
blasts.  Availability on a short term notice is imperative.  Great For: Parents who need to volunteer remotely and 
have experience with MailChimp 
 
Legenda Weekly Newsletter: The Legenda volunteer positions are primarily remote and have weekly 
responsibilities for compiling and distributing the weekly Legenda (the "need to know" newsletter) to room 
parents. Requires a weekly allocation of time to send reminders to Legenda content providers, coordinate with 
faculty, staff, and other volunteers, send drafts for approvals, make revisions, and distribute to room parents. 
Great For: Parents who need to volunteer remotely and have good communication skills 
 
Photography: Photographs Atlanta Classical Academy events.  These photographs will be used for various 
publications, including Legenda, The Chronicle, website, and yearbook. Great For: Volunteers with photography 
experience 
 
The Chronicle:  Collects and edits information for the school’s monthly newsletter, the Chronicle.  Team duties 
include: communication and editorial meetings, editorial calendar updates, coordinate writers; write articles, add 
content to newsletter template, and proofing.  Great For: Volunteers with good writing skills 
 
 
Community Team 

Bingo: Volunteers will help procure a bingo license, manages ticket and concession sales, obtain prizes, organize 
event volunteers and supplies, and recruit celebrity callers.  Great For: Volunteers interested in building community  

Cavaliers Serves:  This team will identify and coordinate several school-wide or grade level service projects during 
the school year. They will also communicate dates and details of the service project(s).  Great For: Volunteers who 
are service oriented 

Community Events:  Work with the PTCA Community Events chair to plan and executes events for the ACA 
community (i.e. Supper on the South Lawn and Screen on the Green).  Great For: Volunteers who want to build 
community and have experience with event logistics. 

Directory: This team will work within a budget to coordinate and distribute the annual family directory.  The team 
works with the Registrar in early September to obtain student contact information and cross references against 
previous year’s listing.  This team works through Room Parents and Grade Level Parents to send directory listing 
information to families for final proofing.  Great For: Volunteers who can dedicate time at the beginning of the 
school year and are detail oriented 
 
Faculty & Staff Appreciation:  Duties include planning and executing four lunches (once per quarter), plan and 
distributing monthly “teacher treats” during non-luncheon months, and recognizing all faculty and staff birthdays.  
Great For: Volunteers who can dedicate time each month to show love for our teachers 

Grandparent’s Day: This committee will coordinate with the Director of Advancement to plan all aspects of the 
event.   Great For: Volunteers who want to build community and enjoy event planning 

Hospitality: This committee will oversee all aspects of Cavalier Coffees, including set-up/clean-up and 
communication submissions, as well as maintain the hospitality inventory.  Great For: Volunteers who can commit 
to being at the school once per month 
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Parent Education:  Work with PTCA Leadership Team to identify topics, schedule, and promote educational events 
for parents.  Maintain budget for 3-4 events per academic year.  Great For: Volunteers with experience in 
educational development 
 

Fundraising Team 
 
Business Partner Chair:  This committee will develop and maintain relationships with local businesses and to 
track and promote loyalty programs such as Willy’s, Kroger and Amazon.  Great For: Volunteers with business 
connections  

Cavalier Fund:  Cavalier Fund Chairs assist the Director of Advancement to promote the Cavalier Fund, set and 
monitor Cavalier Fund goals, provide prospective donors with compelling reasons to give.  Great For: Volunteers 
who would like to work remotely and have a passion for fundraising  

Parent Social: Committee with plan and execute all aspects of the Parent Social and Auction such as promoting the 
event, soliciting auction donations, planning the event and help with ticket sales.  Great For: Volunteers with event 
experience and time to dedicate in the Spring 

Spirit Wear: This team will work within a budget to maintain the PTCA Spirit Wear for the school. Responsibilities 
include inventory tracking, designing new items, placing orders with vendors, fulfilling/delivery of orders and sales.  
Great For: Volunteers with sales experience 
 
 
School Life Team 
 
Athletics: Volunteers will act as team managers and support the athletic director in keeping the calendars straight 
as well as facilitate communications with parents of athletes.  Great For: Upper school parents with an interest in 
athletics 

Field Day: This team will work closely with the Athletics Department to facilitate Field Day in the spring.  Great For: 
Volunteers who can dedicate time in the Spring and enjoy event planning 

Fine Arts: This team will assist the Fine Arts Department in the planning of events.  Responsibilities include 
securing of locations for events, staging, assistance with rehearsals as well as day-of help.  Great For: Volunteers 
with an interest in the arts and planning 
 
Kindergarten Event:  This team will coordinate and set-up booths for the event (uniform committee, Kiddos, spirit 
wear, Nurse Holland, development, etc.), organize refreshments, and provide simple decorations to welcome new 
kindergarten families.  Great For: Volunteers who want to build community and welcome our new kindergarteners 
 
Lunch Bunch: Help serve lunch during the school day.  Great For: Volunteers who can commit time during the day 
to be at school 

School Events: The Committee will oversee planning aspects of special events that take place during the school 
year, including Open House, Back-to-School Nights, Veterans Day Ceremony, Grandparent’s Day, as well as several 
other special events.  Great For: Volunteers who can commit to being at the event and are detail oriented 

Uniforms: This team will oversee all aspects of the Used Uniform Store and Lost and Found:  keeping it orderly, 
inventoried, collecting used uniforms, and hosting several Used Uniform Sales throughout the year.  Great For: 
Volunteers who are organized 
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Veterans Day - This is an event to honor the Veterans within the Atlanta Classical community.  Responsibilities 
include planning the ceremony in collaboration with the Administration, PTCA, Chorale, and Color Guard.  Great 
For: Volunteers who are organized and have a passion for Veterans 

Yearbook: The Chair will work closely with the Faculty Yearbook Sponsor and Student Government Yearbook 
committee.  Great For: Volunteers with good communication skills and/or graphic experience 
 
 
Volunteer Team 

Ambassadors:  The ambassador team will help welcome new ACA students and families make their transition to 
our school as smooth as possible. At each grade level, ambassadors will pair new students with an ACA student 
buddy.  Great For: Volunteers looking to build community and meet new families 

Admin Support: This team will work closely with the Resource Room Coordinator to check in and out textbooks 
and other student materials, sort and stock school supplies and aid the Resource Room Coordinator in various 
tasks. This position will also support the Director of Advancement with mailings and other administrative tasks.  
Great For: Volunteers who are detail oriented and can commit time to being at school 
 
Room Parents/Grade Level Representatives: The primary role is to distribute the Legenda and class specific 
information to class’ parents each week.  PROMPT communication is a must in this position.  Grade Level Reps are 
also encouraged to organize social outings for their students and/or parents.  Reps may also assist classroom 
teacher to support classroom parties (typically two parties/year) through planning and volunteer signups.  Great 
For: Volunteers who want to build community and get to know their teacher better 

Hispanic Liaison: The team will assist Spanish speaking families with information about the school as needed 
throughout the year. This team will also help coordinate our Hispanic Heritage Night in the fall.   Great For: 
Volunteers who can speak Spanish 

 


