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Role & Responsibilities:

PRESS AND PUBLICITY SECRETARY

The role of Press Secretary is to maximise press/media coverage for your club, ensuring publicity pre and post events wherever possible.  This will require you to establish and build on relationships with the news media.  You will be required to act as spokesperson for the club on some news items.


	Responsible to: The Club     Committee
	Responsible for: N/A


	Main Duties
	Skills Required

	· Establish links with the local and national press to gain publicity for teams, players and events

· Research and use all potential promotional opportunities for the club

· Produce regular press releases for the club notice board and local media

· Inform the local media of success/achievements

· Collate a journal of all club media coverage

· Publish fixtures and results in the local press

· Prepare newsletters, flyers and posters

· Produce general interest stories about the club for local press

· Ensure that the club is featured in locally produced sports magazines

· Act as spokesperson for the club

· Liaise with Social Secretary with regards to advertising fund raising events

· Liaise with the Chairperson regarding any sponsorship opportunities

· Attend committee meetings
	· Knowledge of local media

· Knowledge of marketing and communications

· Great organisational skills

· Good management skills

· Confident with good leadership skills

· Attention to detail

· Good listener and effective communicator

· Approachable and friendly

· IT skill would also be useful


The Commitment we are looking for
Meetings are held on the first Monday of every month between July and April.  In addition, the AGM is held in May each year.  The term of office is for a minimum of 2 years although the club will allow the holder to resign if they feel they cannot fulfil the role. You will need access to a telephone and a computer, including e-mail and internet access.

What else can we tell you about the role?
It is essential to have good communication skills and an ability to produce informative and interesting press releases.


