FOREST CREEK WOMAN’S CLUB

BOARD MEMBER JOB DESCRIPTION

THIRD VICE-PRESIDENT COMMUNICATIONS:

(NEWSLETTER)

1. She shall attend all board meetings and general meetings.


2. She shall be responsible for the organization, typing and assimilation of the Club’s monthly newsletter.


3. She shall set the newsletter deadlines and guidelines for submitting articles for publications.


4. She shall be head of the Communications Standing Committee, as described in the bylaws, and organize this group at the beginning of her term, then continue working with them as needed throughout the year.


5. She shall have a newsletter assistant to arrange for proofreading, printing and distribution of the newsletter.


6. She shall oversee the Block Captain Coordinator and communicate to her as needed.


7. She shall obtain the advertising that will be included in the first newsletter from the technology team and be responsible for working with the board member in charge of Advertising.

8. She shall operate within the board-approved budget.  She shall obtain board approval for any additional monies needed.

9. She shall have an email address and be able to correspond via email.

10. She shall have basic computer skills, and be able to navigate the FCWC website and obtain information and print from the FCWC website as well.

11. She shall also have the necessary computer skills to produce the newsletter using the respective software package for the newsletter.  In addition, she is responsible for creating and providing a PDF version of the newsletter to the Webmaster for posting on the FCWC website.
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