Sugar Creek Swim Club

COMMUNICATIONS DIRECTOR
PURPOSE:
To ensure effective and timely communication between and among the club’s members, coaches and board of directors.
The Communications Director shall lead the board with regard to developing and following a communication strategy for the dissemination of important information to the club, shall gather member feedback and report back to the board, and shall participate in the club’s recruiting efforts.
DUTIES:
· Communicate directly with parents via email, web content, newsletters, and postings
· Create and/or provide guidance in the creation of club marketing materials to ensure consistency and effectiveness, and to ensure maintenance of the club’s “brand identity”

· Lead the club’s marketing strategy and advise the board as to resources that are required to promote this strategy

ACTIVITIES:

· Create e-mail “blasts” to members regarding upcoming events, news, meets, hotel accommodations, etc., as needed

· Create member surveys for seasonal or annual parent meetings; review and summarize the results for the board
· Create club document templates as needed (psych sheets, advertiser’s pages, etc.)

· Proofread club documents before distribution to members, as needed

· Create and manage club e-mail distribution lists

SAMPLE GOALS
· Create a document library of standard templates (heat sheets, psych sheets, SCSC-branded PowerPoint, HTML style sheets, etc.)
· Create a club newsletter with input from coaching staff and board

