JOB DESCRIPTIONS 3

Media Officer

Summary:

Responsible for the production and content of internal and external communications

Responsible to:

Club President

Responsible for:

Ground Announcer (If any function is delegated supervision of those tasks will fall to the
occupant of this position eg Webmaster)

Role:

1. Prepare annually an approach to providing comprehensive internal and external
links with sponsors, players, members, supporters and other significant agencies.
Once approved implement the activities.

2. Create and constantly review the appropriateness of a media contact list.

3. Prepare and arrange clearance, the submission/publication and distribution of
articles, newsletters and reports internally and externally

4. Organise contributions to Union match day programs

5. Liaise with the Ground Announcer each match day to ensure that s/he is aware of all
team changes and any public announcements that must be made — these may
include recognition of sponsors, forthcoming events, competition results.

6. Undertake the role of club webmaster ensuring it is updated weekly

Performance Measures:

o Monthly, prepare and circulate a communication link with club players, members
and supporters;

o Media contacts are given weekly reports

o Weekly contributions are submitted to the Union’s newsletter/match day programme

o The club’s website is kept current




