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Sherborne Bradford Abbas Camera Club
Job Position: Communications and Media Secretary
Reporting To: The Club Chairman
Job Overview: The responsibility of Communications & Media Officer is to lead on all matters relating to the communication of club business and activity.  They are to provide support to the Club Committee by keeping members informed on a regular basis of information relating to meetings, competitions, workshops, photoshoots, and other club activities. 
Duties: 
1. Communicate details of any non-competition club evening to all members in a timely manner using the SBACC Website, and/or email. 
2. Maintain the SBACC website and forums, together with the Chairman and any person co-opted to assist, for the benefit of all club members.
3. Ensure appropriate training is available to all members on the use of the Website and Forums.  
4. Ensure any alterations to the SBACC website and/or Forums are communicated to members.
5. Oversee the use of all social media forums deemed appropriate for use by SBACC.  Updating of these pages can be delegated to a co-opted member.
6. Liaise with any Media outlet as deemed appropriate by the Committee.
7. Provide resilience to the Competition Secretary on Club evenings when required.
8. Lead on the distribution of promotional flyers and advertising material relevant to club events.
9. Assist with the setting up and clearing of the hall on club evenings.
10. Act as liaison when arranging a suitable venue for Committee Meeting.
Requirements:
· Good communication skills
· A working knowledge of Website creation/ maintenance and Social Media platforms.

image1.jpeg




