Job Summary: (Name)

Chairperson (s): (Name and contact #)

School Year: (Year)



Responsibilities/Tasks:

Please list all major activities and job responsibilities of the position.



Time Commitment:
Please list the time commitments associated with the major job activities such as frequency of meetings and time it typically takes to complete tasks.


Typical Monthly Tasks:
Please list all monthly job responsibilities and task timetables.  (Leave this section blank if it’s not applicable to your position.)


Typical Annual Tasks:
Please list all tasks that occur one time/school year.  Please include a timetable of when these tasks typically occur.  (Leave this section blank if it’s not applicable to your position.)


Records:
Reference records section of red book and/or the cd with committee specific attachments/information you have provided.


Resources:
Resources you have found to be helpful in fulfilling your job responsibilities.  i.e. past chairpersons, board member(s), Markham staff, district contacts, online resources, training resources if applicable, past records.  


