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DUTY	STATEMENT:	COMMUNICATIONS	
CO-ORDINATOR	

 

DUTIES 
WEBSITE: 
1. Regularly check the website to ensure its functionality. 
2. Ensure the content of the website is always up to date. 
3. Regularly liaise with key Committee members to obtain updates of web information. 
4. Liaise with the Registrar and Treasurer, in particular, to ensure that the member database is 

current. 
5. Liaise with the Concert Manager and the person performing the Publicity Liaison role in relation 

to uploading images and “blurbs” regarding forthcoming performances. 

NEWSLETTER: 
1. Produce the newsletter in a timely manner, either fortnightly or as required. 
2. Liaise with key committee members and the Conductor to ensure content is factual and that 

content is proofread and approved before submission. 
3. Limit the newsletter to Society matters - not advertising or marketing of other topics. 

ONLINE PRESENCE: 
1. Update and maintain the Society’s Facebook page with current information – particularly in order 

to promote forthcoming performances. This function requires constant attention to take it into 
the larger marketing arena that it is increasingly providing for the Society. 

2. Posts should be weekly, increasing to twice weekly as a performance date approaches. 
3. Retain the Society’s Instagram account, with periodic updates and information.  
4. Endeavour to increase the following in Facebook and Instagram and ensure that soloists “like” 

our page. 
  

 
KEY RESPONSIBILITIES: The Communications Co-ordinator will be responsible for the oversight of three 
facets of communication inside and outside the choir. They are: website co-ordination (maintaining 
oversight of the Society’s website ensuring that it functions effectively and contains up-to-date 
information, including the member database); newsletter production in a timely manner; online 
presence via Facebook and Instagram. Those tasks may be delegated as required, with the 
Communications Co-ordinator overseeing the role. 
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SKILLS AND EXPERIENCE: 
1. Good communication skills, both verbal and written (essential). 
2. Good organisational skills (essential). 
3. Knowledge of Gmail, Mailchimp, Dropbox and the workings of the UWACS website (desirable). 
4. Reasonable computer skills, with a working knowledge of Excel and WordPress (essential). 


