WARBOYS UNDERFIVES PLAYGROUP

COMMITTEE POSITION RESPONSIBILITIES

POSITION: NEWSLETTER AND DIARY EDITOR

Introduction:  The following paragraphs set out the key areas of responsibility that reside with the Warboys Underfives Committee Newsletter and Diary Editor.  These are not exhaustive and additional bespoke tasks may arise during the course of your tenure on the Committee.

Review:  March 2011.

Key Responsibilities:

1.
Production of a xx yearly newsletter to include:

a. Liaison, hastening and co-ordination between Committee and Staff members for articles to appear in the news letter.

b. Seeking or providing advertising opportunities that might generate revenue to cover the costs of production of the newsletter.

c. Design and layout commission for each copy of newsletter which can be standard or varied.

d. Provision of proof copy to Chairperson for approval.

e. Printing and in conjunction with Playgroup staff, distribution of the newsletter to all parents and waiting list contacts.

2.
Production of Warboys Underfives entries into the Warboys Diary to include:

a. Appropriate synopsis of playgroup activity and events.

b. Fundraising report.

c. Advertising for vacancies on committee or staff.

