	Penn State Alumni Association – Philadelphia Chapter
Job Description Form

	Title:   Communications Director

	Reports to:  President and Secretary

	General Description:

The Communications committee shall work with the Penn State Office of Public Information, through the local media, to inform the public of notable Penn State achievements and accomplishments of its students, faculty, and alumni. The committee shall assist the standing committees (and ad hoc committees, as necessary) established to organize and conduct Chapter activities in securing publicity for those activities.

The Communications Director is responsible for sending all bi-weekly email blasts informing membership of upcoming events. He/She coordinates quarterly newsletters. He/She updates the website at a minimum of once a week. This Director reports monthly website statistics at monthly membership meetings. He/She is responsible for upkeep of Chapter display Board in conjunction with the Chapter Secretary and President. The Secretary shall be an ex-officio member of the committee. The Director must submit event reports to Secretary and President within two weeks following a promoted event. Responsible for maintaining Director binder which contains all relevant information to position including, but not limited to, event reports, contacts, time lines for events, programs, and other proposed position plans.

	Major Responsibilities:

· Coordinates quarterly newsletter publication through compilation of upcoming event articles from committees
· Maintains Website

· Assists other Committees/Directors with promotion of programming

· Responsible for maintaining an up to date calendar of Chapter events and relaying to members in monthly email

· Responsible for newsletter and various mailings throughout the year

· Inform the public of local, notable Penn State Chapter events and achievements

· Take photos at all Chapter events and provide photos for newsletter, email, etc

· Compile Chapter Calendar board and flyers to bring to events
· Oversees Recommended sub committees

Website: Maintains Chapter website with most up to date information, proactively identifies ways to make the website more creative and beneficial to the membership

Newsletter: Coordinates content of quarterly newsletters, compiles submitted articles by committees, edits and publishes.

	Helpful Skills:

· Marketing experience
· Excellent written and oral communication skills

· Proficient Computer skills

· Knowledge of Website programming language

	Goals: 


