Template 4 – Example Role Descriptions

The template below provides some ideas for the type of skills and duties that can be included on a job description for a Communications Coordinator. The duties should be amended, improved, added to or deleted to suit the circumstances of the club, but in particular to suit the person taking on the job e.g. their current commitments, skills, time constraints etc. 
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	Club AC Communications Coordinator

	

	What you can do for your club:

	As the communication coordinator you will:

· Spread good news stories from the club and wider sport of athletics. 

· Promote the club and its interests to members of the public, which will raise the profile of the club and athletics.

· Boost awareness of the club which will lead to greater participation.

	

	What is involved?

	· Raise the profile of the club to internal and external audiences.
· Maximise the club’s achievements and activities through all sources of the media.
· Liaise with the local media – TV, papers, radio and web, etc.
· Oversee internal channels of communication - for example, club newsletters, website, the production of induction packs, and information on notice boards.
· Write detailed reports on competitions and good news stories.

	

	What we are looking for:

	· A good listener and communicator

· Well organised and happy to delegate
· Enthusiastic and motivated
· Media savvy’ with an understanding of Athletics (preferred not essential).

	

	What’s in it for you?

	You will be the voice of the club, the person with the lowdown on the club and its achievements. You will make lots of new contacts in the sports and journalism world, raising your own profile by being involved. The more you involve people in the club the more you will get out of your role. This role can easily be divided into multiple roles –reducing work load. It is also a great role for younger volunteers, maybe those at university who have some spare time and are trying to build a CV.

	
	

	How much time will it Take?

	Around 1 - 2 hours per week (this may increase slightly during peak summer athletics season).


