Communications Officer

Roles and Responsibilities

Organisation – Tingley Athletic Football Club

Role – Communications Officer

	Who will I be responsible to?
	How much time will I need to give to the job?

	The Club Committee

	The work will take approximately 3 hours per week throughout the year.

	Who will I be responsible for?
	

	Team match reporters
Website administrator
	

	What is the role of the Communications Officer (CO)?
	What sort of tasks are involved?

Tasks will include:

	The main purpose of this role is to raise the profile of the club via the media and the club’s website.  Other responsibilities include, producing the club newsletter to keep all members informed of club matters.

Act as the focal point for receipt of weekly match reports from nominated match reporters for each team within the club.  

It is essential that the person undertaking this role has access to an email account to enable the receipt of match reports.  Some experience or a willingness to learn how to use publishing packages to enable production of the club newsletter.


	Weekly:

· Compiling weekly match reports provided by team managers

· Liasing with Morley Observer to publicise the match reports weekly

Monthly

· Attend manager’s meeting

Bi-Monthly

· Produce club newsletter for distribution to club members
General tasks

· Liasing with club website administrator to publish newsletter on club website
· Liasing with social/fundraising secretary to obtain details of club events
· Liasing with local press to publicise any major events the club is holding or has achieved

	Who can I call upon for help?
	

	· Registration Secretary
	


