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Role Description: Press, Publicity and Communications Officer 
DRAYCOTT & LONG EATON TABLE TENNIS CLUB
Name: 

Christina Wright
Role:                          To promote the club and its activities to members and outside organisations including

media, sponsors and partners. liaise with all club members and coaching officer for up to date news 
Status:

Volunteer – Management Committee Member and Charity Trustee

Appointed by:

Club Annual General Meeting

Reports to:

Club Management Committee
Hours:                          3-5 hours per week
Useful skills              Have experience or interest in dealing with the press. Be creative, able to write

reports / press releases, have good information technology (IT) and an active interest in social media with good presentation skills with the ability to achieve tight timescales. Must be able to manage people and have good communication skills at all levels. You will need your own IT equipment.
Benefits:                    Volunteering in Table Tennis can be rewarding in itself, it can also be fun,

                                   sociable and confidence building. The club will consider reimbursing some agreed

                                   out of pocket expenses

Responsibilities
· As a full member of the Executive Committee of the Club and Charity Trustee you are legally responsible for the overall management and decision making of the Charity

· You must act within the law in accordance with the charity’s governing document and only in the best interest of the Charity - more detailed descriptions of the responsibilities of Charity Trustees are displayed on the Club’s notice boards and on the website www.charity-commission.gov.uk
· Agree to and act on and uphold both the Table Tennis England’s Equity Policy and Safeguarding Guidelines and the club’s Codes of Conduct

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

· Continue to develop and maintain working relationships with local media, e.g. newspaper sports editors.
· Deal with media enquiries and seek promotional opportunities for the club in the local community.
· Manage the social media sites eg Twitter, Facebook, etc
· Mange the Draycott & Long Eaton Table Tennis Club Website   www.dlettc.co.uk  

· Produce the Club monthly newsletter 

· Attend Club Management Committee and other appropriate meetings as and when required.

· Agree to and act on the Club’s Equity and Child Protection policies and Codes of Conduct.
· Manage an assistant 
Tasks

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

· Produce a regular club newsletter and up-to-date promotional material such as posters, leaflets, etc.

· Liaise with club centre manager, coaching officer, match secretary, players and parents in order to obtain information and also to send results / news to the local newspaper. 
· Generate and distribute at least one press release per fortnight in season (Oct to May) and monthly (June to Sep) through the collation of club team results, general activities and news.
· Populate the Club Website with current up to date information including updating the news sections with new information and photos as it happens 
· Email all relevant information for club notice boards to Club’s General Secretary to populate 

· Populate and keep up to date all social media pages (i.e. twitter / Facebook)
· Devise and circulate press releases (after sense check with Chairman / committee) for special Club promotions, demonstrations and open days, etc.

· Produce a press cuttings portfolio. To promote the history of the club 
· Find and recruit a relevant assistant to help with the role 

      (talk to volunteer bodies – local universities , media departments  ETC) 

· Mentor the assistant and ensure succession plan for assistant if a graduate looking for sports media experience 
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Signed:                                              Club Chairman          Dated:               



1st March 2017











Dave Greaves










