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Communications Chair 
Responsibilities

Congratulations on volunteering to be Communications Chair for your local Club. You’ve said “yes” when asked to take on a leadership role; that’s the sprit of a true Altrusan! Get ready to learn a lot yourself as you help your committee grow. You’ll all become builders of women.

The Altrusa Encyclopedia outlines all committee chairs’ general responsibilities:

· Prepare for the office or committee chair appointment, starting immediately after the March election, to learn all you can about the Club and about your specific duties.

· Keep a file and/or workbook defining the duties and objectives of the assignment.

· Set up a calendar for each month, making notations during the year on “how you did it” so your successor will have a clear idea of the pattern of work.

· Prepare a written report for the Club’s annual meeting on your responsibilities, duties, and accomplishments.

· Attend workshops, leadership seminars, District Conferences, and International Conventions.

Let’s look at each of these areas to see what it means to you as Communications Chair.

Prepare for the office or committee chair appointment, starting immediately after the March election to learn all you can about the club and about your specific duties. 

As soon as you accept the role of Club Communications Chair, get with your Club President for a list of your responsibilities. This varies in some Clubs, but generally it includes producing the Club Yearbook and other Club communications, which might include a newsletter, Web site, and publicity. Some clubs may include on this committee their Corresponding Secretary and Historian. You may also be responsible for other items such as a meeting program. 

Now is the time to assemble your team. Look for reliable Altrusans to be in charge of the newsletter, yearbook, publicity, and Web site if your President hasn’t already assigned these positions. Meet immediately with these key individuals to review your Club’s and the District’s long-range strategic plan. Set specific action steps to meet the goals, then follow up to achieve them.

It’s a good idea to meet on a regular basis with your entire committee, perhaps monthly.  You should use a prepared agenda for these meetings. It helps organize your thoughts so meetings go smoother and it gives everyone a place to make notes.

Keep a file and/or workbook defining the duties and objectives of the assignment.

Set up a notebook with sections for all of your committee assignments, which could include any of the following: Club communications, newsletter, yearbook, Web site, publicity, and meetings. Immediately file all agendas and notes so you’ll know where everything is and will be able to look up something when it’s needed. 

Set up a calendar for each month, making notations during the year on “how you did it” so your successor will have a clear idea of the pattern of work.

Check with last year’s committee chair— if she has files or a notebook, get them to help guide your year. And keep in mind that the better notes you keep, the better prepared next year’s chair will be to take over when you pass on your notebook next year.

Prepare a written report for the Club’s annual meeting on your responsibilities, duties, 
and accomplishments.

Most Presidents will ask all committee chairs and board members for a written report at 
the end of the Club year. If you’ve kept a calendar and notes all year as recommended, 
this will be an easy report to prepare. If your President doesn’t ask for this report, why 
not surprise her with one? These year-end reports from each committee make excellent newsletter articles.

Attend workshops, leadership seminars, District Conferences, and International Conventions.

Workshops and seminars are a fantastic source of information. Talking one-on-one with members of other Clubs who have worked on the Communications Committee can be a great sounding board and brainstorming outlet to pump new life into your committee’s yearly plan. Seek out Communication Chairs from other Clubs and keep in touch with them throughout the year via phone or e-mail. 
In 2010, we will have a Fall Leadership Event conjunction with the District Nine Midyear Board Meeting. The date has not yet been set, but it usually falls around the first weekend in November. Stay tuned for dates, and take the lead in helping your Club get as many members there are possible.

General Responsibilities for All Committee Chairs

The success of any Club depends on the successful operation of its committees. Active committees are necessary to meet the goals of the Club and to keep members involved. Committees are the main avenues by which the ideas and talents of the members are organized and directed into achieving significant accomplishments. Committee work also creates the fellowship that unites Club members by forging a bond that makes the execution of assignments and responsibilities pleasurable.

The committee chair is ultimately responsible for the committee’s accomplishments. By creating a teamlike environment and delegating certain tasks, the committee chair promotes 
the success of the committee. As a committee chair, you will:

· Schedule committee meetings as needed to accomplish the tasks.

· Notify committee members and your President of each committee meeting.

· Plan the meeting ahead of time by preparing a written agenda; make copies of this and any supporting material for committee members and your President.

· Prepare budget figures for your committee’s activities and present it to the budget committee for consideration prior to their work on the Club’s budget.

· Record the proceedings of each meeting and maintain files of relevant information. Keep track of all assignments.

· Delegate committee programs or project responsibilities equitably among committee members; you can help develop the leadership skills of your members.

· Ask for volunteers to handle various tasks—people often work better if they have volunteered to do something rather than being assigned to do it.

· Be sure committee members understand their assigned tasks, responsibilities, and 
time frames. 

· Make every member feel important; thank them often; have fun. Be sure to put new members to work immediately!

· Give reports when appropriate and alert your President so that she can include you on her agenda.

· Include all committee members in deliberations and decisions. Oversee the writing and presentation of Committee recommendations to the Board.

· Report failures as well as successes. Everyone can profit from mistakes.

· Forward your files to your successor.

General Responsibilities of Committee Members

Each committee member has a responsibility to herself, the chair, and other committee members to be both active and knowledgeable. These responsibilities include:

· Attend all committee meetings; discuss and recommend options as required.

· Strive to be enthusiastic, open-minded, and willing to accept assignments.

· Wholeheartedly support the decisions of the majority of the committee.

· Know the duties / responsibilities / goals of the committee. Use your own ingenuity and present ideas to the committee at frequent intervals.

Share these responsibilities with your entire committee; in fact, it’s OK to make this entire workbook available to your committee members. That will give them a good insight and a view of the overall picture of the communications responsibilities and procedures. Remember, you could easily be grooming a subsequent communications committee chair.

Publicity

For too long now, Altrusa has been the best-kept secret around. It’s time for that to change, and the Communications Committee should play a key role in making it happen. 

Club Presidents and/or Communication Committee chairs should look at members to find the best person to serve as publicity coordinator. If you have a member who works for local media, she may or may not be the best candidate; often media will respond better to an “outsider” rather than one of their own, especially if they consider another media as competition. Look for someone who is dedicated to the Club, who has an outgoing personality, and who won’t be reluctant to visit or make phone calls to ALL media outlets in your area. 

The publicity coordinator should meet with the Club President and Communications Committee Chair to create a list of Club events for which they definitely want media coverage. This could include officer elections, attendance at District Conference, attendance at International Convention, your annual Add An Altrusan Day event, your Club Anniversary, the District visitor’s meeting, your annual Make A Difference Day project, service project updates, and fund-raiser events.  You might also consider listing Club meeting dates and notes if your newspaper prints them, as well as announcements such as “Altrusan of the Month or Year” or “Teacher of the Month” if your club sponsors such. Put all these events in date order so they can be used as a checklist throughout the club year.

Tips for Club Publicity Coordinators

The best thing you can do is become acquainted with one or more reporters at your local media outlets. The publicity coordinator should introduce herself personally to the local media contacts at the beginning of the Club year and should remain in contact with them.

Find out who at the local newspaper handles women’s news and ask if they prefer news items via e-mail, fax, phone, or hard copy. Nowadays, many reporters prefer e-mail and digital photos, which are much easier to edit when they don’t have to retype or compose the entire story.  Also find out about photos, how do they prefer them and in what format?  Be sure you get their correct name (with spelling), e-mail address, and/or fax number.

Call or visit the local radio, television, and cable companies. Find out who handles their PSAs (public service announcements) and, again, introduce yourself and find out how and what format they prefer to receive your information. Caution: This will be more difficult in larger markets, but nothing is impossible! A very important step is the follow-up; after meeting them, drop a card or note thanking them for their time, or send them some type of goodie to help them remember you.

When a media outlet prints or broadcasts your news item, be sure you acknowledge it! A quick phone call or thank-you note will go a long way toward getting another event publicized. The better relationship you have with media contacts, the easier it will be to get publicity.

Ideas for Club Publicity Coordinators
· Educate the media about Altrusa and your activities. Host a Media Appreciation Luncheon and invite all representatives (newspaper, radio, cable, and chamber) to lunch. Feed them, present them a certificate or token of appreciation, and do a short presentation about Altrusa and everything your Club does for the community.

· An alternative to hosting a luncheon might be to deliver their appreciation token with
a homemade cake, a hot pizza, or a goodie basket to their office ... guaranteed to get their attention! 
· Don’t forget the reporters and photographers when your Club has a fund-raiser. They love to receive tickets to your events and are more likely to attend and report if they feel welcome.

Public Relations

Very closely related to publicity is the world of public relations. We want the public to understand who Altrusa is and what we do and to have a goodwill feeling toward us. That’s 
a big task that will require every Altrusan doing her part. On a daily basis, Altrusans should 
be portraying ourselves in an Altruistic manner and spreading the Altrusa story at every available opportunity.

Public relations opportunities are all around us. Some come to us in everyday occurrences and some we must make an effort to be a part of. Often the Club president and the publicity coordinator are the key to most public relations opportunities, but remind every Altrusan that she has the opportunity to promote Altrusa and should alert the publicity coordinator if she becomes aware of an event or chance for the Club to promote itself.

Try a brainstorming session to make a list of promotion opportunities within your community. This list could include: speaking at other area clubs, interacting with chamber of commerce members, taking part of annual parades, crafts shows, and participating in ‘Expo’ type events. See what else you might come up with; check the annual calendar for your town, often available through your chamber of commerce. 

Compile this list, add it to your president’s calendar and don’t miss a chance to toot the Altrusa horn!  Let’s look at some of these opportunities and tools we can use.

Ideas for Club Public Relations Coordinators
· Wear your Altrusa pin daily. You’ll be surprised how many people will ask about the interesting pin. This gives you an opportunity to tell how you feel about Altrusa and is an opportunity to use your elevator speech.

· Create a Club brochure, or use one already published by International or District Nine. Place them in your office, at the Chamber of Commerce office, and other available places. If your town has a newcomers-type welcoming committee, see that they have 
an ample supply of brochures to include with their packets. Brochures can be professionally printed or straight off your home computer.

· Get on the agenda to speak to other clubs and organizations in town to educate them about Altrusa in general, and especially when you have a pending event. You might be surprised at the help or partnerships that are available.

· Parades are not just for bands and beauty queens you know. One Altrusa club participated in the annual Christmas parade outfitted in cardboard houses to promote their annual Christmas Tour of Homes. Load up on the back of a truck and wave your hearts out!

· Interact with your local Chamber of Commerce, perhaps even joining as a member.  They offer a variety of ways to be involved with your community and can be a good avenue to promote Altrusa.

· Explore the expo events held in your area and use the opportunity to share the 
Altrusa story. Some offer a nonprofit rate (often free!). Hang the Altrusa banner, 
have brochures and handouts available (chocolate helps, too!), do a drawing to give away a prize, then use the entry forms to follow up for member prospects or other solicitation purposes.

· Many communities host several craft shows each year. If your club sells cookbooks, poinsettias, event tickets, or other items, this can be a great outlet, and you can spread the Altrusa story at the same time.

· Consider ordering some Altrusa personalized items to give away when you’re at events and especially to leave with media contacts. The variety of items starts with pencils and ends with who-knows-what. There is something to fit most Club budgets. If your budget simply won’t allow it, see if you have a Club member who may underwrite it.

· Sponsor an ongoing Club contest, giving simple awards to Club members whose tips lead to good publicity or public relations opportunities. Decorated megaphones like those that are used for homecoming corsages might be a simple—but coveted—award to give in recognition of those important tips.

The 30-Second Elevator Speech

All Altrusans should have at the ready a 30-second explanation or speech about Altrusa to 
use when we only have a short time to answer the question “What is Altrusa?” We all know 
the wonderful things about Altrusa, but can you convey it in 30 seconds? And, can you interest the person who asks in wanting to visit or become an Altrusan? Share these pointers with 
your members:

In these short seconds, you need to accomplish two things:

(1) You must engage the person (or persons) you’re talking to, and

(2) You must determine if continuing this conversation on a personal level is worthwhile 
or whether it’s just a random conversation. 

If it’s worth continuing, what do you say in those 30 seconds? Consider these points:

· What does Altrusa membership mean to you?

· How would membership benefit the person you’re talking to?

· Keep it short (obviously).

· Use language they can understand.

· Relate a personal story about why you enjoy being an Altrusan.

· Ask if they are interested in community service, and if they are, what types of projects interest them?

Give some thought to YOUR elevator speech; try it out loud over and over until it comes naturally and with passion.

Club Communications

With modern technology exploding on the scene comes the introduction of the District Nine Club Communications Award. It’s taking the place of our old Newsletter Award and opening new avenues for Clubs to be recognized for the unique, imaginative, and—above all—effective ways they communicate with their members and with the public. Here is an overview of several different ways your Club can get the word out, but don’t stop there. What other ways can you think to start spreadin’ the news?
Club Newsletters

A newsletter, whether electronic or printed, can be the lifeline for an Altrusa Club. Not only can it be educational for new members, it can introduce and familiarize them with their fellow Club members. Through the newsletter, members are kept up-to-date about meetings they missed, upcoming service projects, community information, and even personal information about Club members.  It is a vital tool for communication between officers, committees, and members. It also serves as an official written history of the club.

Newsletter Contents

The Altrusa Encyclopedia provides guidelines for the content, format, readability, and distribution of a newsletter. A club newsletter’s content should include:

· The President’s message 

· Advance notice of meetings 

· Club, District Nine, and International news 

· A slate of candidates before elections 

· An Altrusa Accent

Your Club newsletter should plainly state the name of the Club, as well as the name and address of the president and editor. It should be attractive in appearance with logical layout and an informal writing style. The Club newsletter is distributed to all members of the club, District and International officers, and the International office, and can be handy to send to public relations and publicity contacts and prospective new members. 

Writing Style. Use sentences that explain fully. Remember, your newsletter is a historical record of your Club. Instead of saying “There will be a BAT meeting Monday” you might say “Monday at noon we’ll meet to prepare books for our BAT (Books Around Town) service project.” Someone outside your Club reading this would be able to determine what BAT is. 

Use Reporters. The editor shouldn’t have to write all the articles. For variety, do like newspapers do—have several reporters. One can specialize in a “Who’s Doing What” article each month, while someone else can report on international news and another can submit the District news each month. Committee chairs should submit a report of their activities, and project chairs should submit updates on their projects. 

Plan Ahead. It’s perfectly acceptable, and in fact quite smart, to prepare items ahead of time. There’s nothing wrong with having a number of Altrusa Accents prepared in advance and then selecting the appropriate one for each newsletter. The same thing could be done with articles about the International days that Altrusa recognizes. Ask someone to write an article about each of these days at the beginning of the Club year, then slip them in as the date rolls around. Your Club Historian could prepare a series of “Club History Glimpses” for the editor to insert throughout the year. 

Contests. Consider adding a little fun. How about a “Guess Which Altrusan” quiz? In one issue you give hints such as where she went to school, number of children, etc. In the next issue you tell who she is. Name scrambles are fun. One President asked a question about something in the last newsletter, and bought lunch for the first member to answer her question. The result? Everyone read the newsletter more thoroughly!

Cost. Your club can save expense by distributing newsletters electronically. E-mail it to members or post it on a Web site for easy access. Another option to cover costs of copying and mailing newsletters is to sell advertising space. Sell them yearlong campaigns and collect the money in advance, and your newsletter becomes a revenue source.

Newsletter Distribution

There are many ways to distribute club newsletters. To find out what is right for your club, consider these three primary things.

Members

· What do your members want? 

· How would your members like to receive the newsletter? Electronically or paper copy?

· When would your members like to receive the newsletter? As soon as it is published or at the next meeting they attend?

· What do members want to read in the newsletter? Some prefer short, concise articles with just the important facts; others want detailed reports, photos, meeting minutes, etc.

· Is color or font size important to them?

· Are members techno-savvy?

Resources

· What resources do your members have? 

· Do members have access to computers and the Internet?

· What are your newsletter editor’s computer and writing skills?

· Does your Club have a Web site?

· Do you have an “e-member” who is willing to make paper copies for those who 
need them?

· Do you have a member who works for a printer or is able to get paper copy printing done at a low or no cost?

· Can you get postage donated?

Budget

· How much coes your club budget allow for the newsletter?

· Will newsletters be mailed or distributed only at club meetings?

· If the vast majority of members prefer an electronic newsletter because of cost, 
then how will the club handle cost of providing paper copies for the few members 
who need them? 

Here are the common methods used to distribute club newsletters and some of the success factors to consider for each method. Chances are that your Club will use a combination of distribution methods. Find the method or combination that works best for your Club this year and re-evaluate each year. 

Web Site

Members 

· Members have sufficient computer and Internet access.

· Members have sufficient computer and Internet skills.

· Members are proactive enough to go to the Internet to get the newsletter.

Resources

· Newsletter editor has the skill, software, and hardware to publish electronically.

· Club has a Web site or is willing to post on the District Web site.

Budget

· No cost to the Club, unless the Club purchases publishing software and Web site hosting. Clubs may post Club newsletters on the District Web site at no cost.

· Cost is not impacted by newsletter content such as number of pages or photos.

E-mail

Members 

· Members have sufficient computer and e-mail access. 

· Members have sufficient computer and e-mail skills.

· Members check e-mail regularly.

· Members’ e-mail accounts have the capacity to receive the newsletter.

Resources

· Newsletter editor has the skill, software, and hardware to publish electronically.

· Capacity of members’ email accounts will determine maximum file size 
of the newsletter. 

Budget

· No cost to the Club, unless the Club purchases publishing software.

· Cost is not impacted by newsletter content such as number of pages or photos.

Paper Copy

Members 

· No special requirements needed.

Resources

· No special requirements needed.

Budget

· Cost will vary greatly depending on members’ available resources.

· Major costs will be printing and postage, so consider the length of the newsletter and whether the newsletter will be mailed versus distributed at Club meetings. 

· A cost of 3 or 4 cents per page for black and white copying is a good price. 
Color copying is more. 

Distributing Our District Nine Newsletter

The primary method of delivering News of Mighty Ninth is posting it on the District Nine Web site: www.altrusadistrictnine.org. Printing and mailing paper copies costs the District more than $5 per recipient per year. That is almost HALF of the annual District dues! Help save the District money by passing along these tips to your members. Remember, every member should receive the News of Mighty Ninth in a timely fashion

E-mail notice that a new issue has been posted goes to Club Presidents, Club Communication Committee Chairs, and other members who have requested it.

Paper copies of the News of Mighty Ninth are printed and mailed only to those members who are unable to get the newsletter from the Internet or from an “e-buddy.”

At the beginning of the club year, an e-mail is sent to each Club Communication Committee Chair. The email has a list of names and postal addresses of that Club’s members who receive a paper copy of the News of Mighty Ninth. The chairs are requested to review their club’s membership and respond with an update of the information at the beginning of the Club year and as members’ needs change throughout the year.
District Nine Club Communications Awards

All clubs are strongly encouraged to have some sort of communication vehicle, whether it is a traditional printed newsletter, an electronically distributed newsletter, a weekly e-mail update, or several specific e-mails throughout the week … anything that is communication is extremely important to the health of an Altrusa Club. 

District Nine’s Communications Committee recognizes three special types of Club communications each year: Club Communications (formerly Newsletter), Club Yearbooks, 
and Club Web Sites. The award competitions (currently the Web Site Award is simply a recognition, not a competition) are in place to encourage, promote, and guide certain aspects 
of your Club’s communications so you can effectively get the word out about your Club to members, potential members, and the public.

Awards for current year Communications and Yearbooks are presented at the following year’s District Conference. Judging criteria and sample score sheets are available on your Communications Committee resource CD.
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