
Assistance League® of the Triangle Area

                     POSITION DESCRIPTION

Title of Position:        Public Relations Chair
Brief Statement of Chief Objective(s) of Position:

This committee shall publicize chapter activities and programs through the press and other media. All press notices shall be released by the chairman and shall adhere to established policies of National Assistance League and the chapter.

Identify Specific Tasks of this Position:
Plan, organize and establish goals and an annual timeline for the committee

Establish a committee to fulfill the tasks of the committee including the chairs of Communications, Historian, Newsletter, Speakers Bureau, Awards and Web Administrator

Appoint a vice chair and a secretary of this committee

Assist Awards, Communications, Historian, Newsletter, Speakers Bureau and Web Administrator as they


•plan, organize and establish an annual timeframe for their committee


•establish a committee to fulfill tasks of their committee


•determine budget projections for their committee


•evaluate each committee annually to make necessary changes

Submit budget projections for Public Relations and each committee to the Finance Committee and review each committee’s expenditures regularly

Establish and maintain a procedure book for Public Relations

Adhere to National Assistance League and chapter policies in publicizing activities and information

Maintain current list of contacts for TV, radio, newspapers and magazines

Maintain copies of signed Photo Release Forms and house a supply for use by the chapter

Ensure the accuracy and adherence of National Assistance League and chapter policies of all materials that are developed for public view

Update printed materials, e.g. postcards, brochures, stationary, Exhibit Board

Submit new brochures to National Assistance League for review

Submit articles to Monday Updates, the chapter newsletter and Community Link, as needed

Provide incoming chair with current committee procedure book prior to Board and Appointive Standing Committee Chairs training

Attend Board Meetings




Yes  

 


Present Monthly Reports at Board Meetings
Yes-to include reports from committee chairs





(Over)
Present Monthly Reports at Regular Meetings
 Yes-to include reports from committee chairs
Completion of Annual Report
Yes


Obtain Annual Reports from Newsletter Editor, Communications, Historian, Awards, Speakers Bureau, and Web Administrator and submit all to President; place one copy in the Public Relations procedure book
Identify Position that Supervises/Directs this Position’s Activities:
 President

List Qualifications that Complement Fulfilling the Responsibilities of this Position:

Excellent written communication skills

Good networking skills     Basic computer skills 
Date of Completion 

1/12


Date of Revision
Signature of President__________________________________________________

Signature of Person Holding this Position__________________________________

