Position: Communications Position: Communications Chair
Length of Term: X years
Estimated Time Commitment: X hours per month
 
Summary
The communications chair develops the communication strategies and supports the dissemination of unit activities and events 
 
Responsibilities
· Develop and execute the communication strategy (alongside of the digital chair) for the unit, including but not limited to email communications such as newsletters, social media and email communications.
· Provide timely and comprehensive information to Unit members about programs, workshops and other matters of interest via chapter publications and notifications 
· Ensure payments are made to communication platforms/services used by the Unit.
· Ensure thank you cards and formal messages are sent on behalf of the Unit to major stakeholders, speakers and presenters.
· Recruit assistance from the Board and members in putting together articles for the newsletter, survey questions, etc. 
· Coordinate production and distribution of the newsletter and production and distribution schedule.
· Compile, edit, design, and lay out the final copy of the newsletter. Ensure that issues are distributed in a timely manner. Establish a reporting network, plan issues and write the final copy for each issue.
· Attend all monthly membership and Board meetings.
 
Qualifications
· Be a current member of the Council for Exceptional Children
· Strong written and oral communication skills
· Experience compiling/creating newsletters
· Strong organizational skills
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