Communications Committee

Position Summary:

The Communications Committee is responsible for capturing and communicating information that showcases the resources, research and realities of HR practitioners.  While the PHRA’s bimonthly newsletter Perspectives is the most visible product of this committee, it is also responsible for information presented on the website, the membership directory as well as assisting the Executive Director with marketing activities to promote the Association’s activities and services.
Responsible To:

The members of PHRA

The PHRA President

The PHRA staff (Executive Director and Member Services Coordinator)

Responsibilities:

Perspectives

Sell advertisements for the newsletter

Search for high quality articles from members and BOD
Work closely with the Emerging Trends Committee to ensure that their information is included when appropriate and that members receive timely, topical information.
Compile, edit, design and layout the final copy of the newsletter.

Coordinate production of the newsletter and the production schedule

Coordinate with the mail house to ensure that issues go out on time
Website
Work with the Member Services Coordinator to determine the web site structure and updates

Communication with the chapter Board of Directors to make sure all information on the web site is current and accurate

Work closely with the Emerging Trends Committee to ensure that the website has up-to-date information on: 

· Legislative Information

· Book Reviews

· White Papers and Best Practices

· Other resource links

Seek information for the newsroom on the website

Make sure PeopleLink is up-to-date and that we are encouraging new people to join it.

Test and monitor the website to ensure stability and functionality

Membership Directory

This is now all online- no printing required.  Ensure it is working on the website properly.  

Marketing Activities for activities and services

Find other outlets to promote our activities and services on (other web calendars, publications, newspapers, etc.)  Work with Member Services Coordinator.  

Write press releases for events

Help create text for internal marketing materials when appropriate (e-blasts, mailings, etc)

Coordinate with the Member Services Coordinator information for the Weekly Update
