Publicity Chair Role Description and “How To Guide”
Skating Club

June 5, 2008
The Publicity Chair participates as a fully functioning member of the Executive of the Skating Club.  In so doing, the incumbent agrees to work cooperatively to create and implement the vision, values, principles and goals of the Club, live up to the code of conduct, and make fiscally responsible decisions that are in the best interest of all skaters.

Publicity Chair Function:

The purpose of the Publicity Chair is to ensure that the Arctic Edge Skating Club is well known in the community.  When people think skating, we want them to think, Arctic Edge Skating Club.

The Publicity Chair ensures that all Arctic Edge skating programs, events and achievements are publicized to our members and within the community.   They do this by: 

1. Planning and implementing existing and new ideas to promote Arctic Edge Skating Club.


2. Preparing a publicity plan and budget for the year ( a sample is included at the end of this document)
3. Preparing all advertising for club events including, registration, carnival, AGM, etc. including:

· Contacting newspapers, radio, etc in a timely matter to advertise and promote programming & special events. i.e. 

· Arrange for newspaper ads for registration in September and December; 
· Arrange for newspaper and radio ads for ice show 
· Arrange for press interviews of guest skaters

· Arrange for press to attend dress rehearsal before ice show

· Arrange for signs to be put out for registration at end of August and end of December or whenever programs need to be advertised
· Refurbish and repair sandwich boards as required
· Arrange for posters to be made and put up before ice show

· Prepare ads for City of Whitehorse Leisure Guide (Current Contact is Dinah Laing, dinah.laing@city.whitehorse.yk.ca   Key dates are early July and early October 1 for submission for the fall and winter guides.
· Providing radio with “promo” material, such as free tickets to events (i.e. carnival)

4. Ensure the Arctic Edge Skating Club website is current and updated on an as needed basis in order to support members using this as their first and most valuable source of up-to-date and complete information about our club and figure skating in general. Key functions to focus on include:
· Post test and competition results as they finish

· Post upcoming program, competition & test information as it is available

· Post schedules and schedule changes as they become available

· Post newsletters, photos, and features as they are created

5. Write regular newsletters to inform registered skating families about club activities, policies, events, deadlines etc.

6. Send e-mail notices to registered skating families about information that needs to be communicated between newsletters.
7. Ensuring articles about Arctic Edge Skater achievements and Arctic Edge Skating Club events appear in appropriate media on an ongoing basis.

· Submitting articles in the paper of skaters accomplishments, eg. providing results of Test Days and Competitions to local media. Current newspaper contacts are:  Thomas Patrick at the Yukon News:  tomp@yukon-news.com and  Jon Molson at the Whitehorse Star, sports@whitehorsestar.com
· Submitting articles, pictures and milestones to the BC Thin Ice Magazine on a quarterly basis.  (Current contact is Danielle Williams, 604-205-6960, or danielle@skatinginbc.com)
· Contacting reporters to notify them of upcoming events that they may do a feature story on

8. Co-ordinate with the Program Director to keep the bulletin boards at the rink up-to-date and neat.

9. Preparing brochures or promotional materials for Yukon Championships, Klondike Summer School, Power Skating, etc 

10. Attend regular Executive meetings and provide regular reports

Time Requirements for Primary Tasks:

	Task
	Frequency
	Time Estimate per Frequency

	Executive Meetings
	Monthly
	3 hours

	Website Maintenance
	Several times weekly in regular season
	3 hours

	Website Redesign
	Every couple of years
	30+ hours

	Write Newsletters
	6- 8 times per year
	2 hours

	Preparing Publicity Plan
	Annually
	2 hours

	Preparing Ads for Papers
	5 – 6 times per year
	30 minutes

	Preparing Leisure Guide Ads
	For early July and early October
	4 hours 

	Write Articles for Newspapers and Thin Ice
	8 - 10 times per year
	1 – 1.5 hours

	Update Bulletin Boards
	Biweekly
	15 minutes

	Regular electronic updates to members
	As required, 2 – 3 times weekly 
	10 minutes


1. Equipment Required:

Access to:

· Computer with internet, e-mail package, word processing package, DreamWeaver and printer

· Photocopier

· Telephone

· Fax (occasionally)




