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	Leader Position Description
Public Relations Chair / Webmaster



	Position Summary
	


Provide timely and comprehensive information to chapter members about programs, workshops, and other matters of interest via chapter publications.  Provide timely and comprehensive information and other matters of interest about the chapter to external resources.  Create and maintain a favorable image of the chapter working for the professional development of its members by:  (a) keeping membership informed of chapter projects, activities and upcoming meetings, and (b) disseminating relevant professional information viewed as beneficial to the members.
Create and/or maintain chapter website and coordinate/distribute chapter notices, meeting invites, annual dues notices, website postings, social media postings, etc.

	Responsible To
	


The Chapter President
The members of the chapter

	Responsibilities
	


· Provide support, direction, and leadership to committees, as needed.
· Recruit assistance from the membership and the Board for articles, survey questions, etc.
· Compile, edit, design/layout, production and dissemination of the bi-monthly chapter newsletter.  Establish a reporting network for newsletter articles, plan and schedule issues, and produce/write the final copy (or edit copy supplied by others) for each issue.  Coordinate production and scheduling of the newsletter.  Email newsletter out to the members to ensure that issues go out on time.

· Provide updates, as needed, at Board meetings.
· Create and disseminate items of interest to outside sources (press releases, external advertisements in news publications, Chamber of Commerce publications, etc.).
· Coordinate sponsorships for luncheon meetings and other events and update annual sponsorship package as necessary.
· Procure and maintain a third party web server and domain name registration.

· Develop and maintain web site and upload site to web server.

· Edit web pages, post PDF files, create new links, post SHRM and chapter information as needed to keep web site current.

· Test and monitor web site to ensure stability and functionality.

· Communicate with chapter Board members to make sure all information on the web site is current and accurate.

· Create, as needed, web-based response forms for surveys, etc.

· Create and distribute event registration announcements through membership management platform.

· Send chapter announcements, job postings, etc. to members through eBlasts, email, etc.

· Attend all monthly membership and Board meetings.

· Participate in the development and implementation of short-term and long-term strategy planning for the chapter.

· Represent the chapter in the Human Resources community.

	Resources
	


http://www.shrm.org/Communities/VolunteerResources/ResourcesforChapters/Pages/CHAPRmedia.aspx
http://www.shrm.org/Communities/VolunteerResources/ResourcesforChapters/Pages/CHAPRpubl.aspx
http://www.shrm.org/Communities/VolunteerResources/ResourcesforChapters/Pages/CHAPRwebsite.aspx
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