Club Communications Chairperson Role and Responsibilities


The primary function of the communications committee is to keep the club informed of important information between general meetings. The Club Communications Chairperson is ultimately responsible for this effort although they may have help by creating a committee and assigning various functions.
Club Communications Responsibilities:

· Maintain current member contact information – Work with the club Membership Chairperson (generally the club Vice President) to ensure that you have up-to-date contact information for all club members. The gmail account must also be maintained with up-to-date addresses.

· Send Meeting Reminders – send an e-mail reminder to members (including prospective members) approximately 3 school days prior to a general meeting or service activity. Also hang flyers in the hall the day of the meeting(?).
· Club Bulleting Board – work with the PR Chair and other club leaders to ensure that the club bulleting board reflects current club activities, generates interest in the club, and informs current members of important club information. The bulletin board should be updated monthly or as needed – one key is in the office and the faculty advisor has the other.

· Let the club know what’s going on – If club members know what is going on, they are more likely to stay excited and involved. Take notes at each general meeting and board meeting and send a brief update to the club members letting them know what is happening. Work with the project chairs to let members know how they can volunteer for upcoming service projects. It is important to let members who are absent from meetings know what is going on!
· Other methods of communication – in addition to e-mail and the club bulletin board, decide how other communication tools (website, texting, Facebook, etc.) fit into your overall club communications strategy.

Visit www.interactnewjersey.org for club communication ideas. Also review section four of the Interact Handbook – available in the downloads section.
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