
Langley Alumni Association
Communications Officer Responsibilities


By-laws Document – Communications Officer:  The Communications Officer is a LAA Officer and a member of the Executive Committee. The position is a voting member of the LAA Board of Directors. 

The Communications Officer shall keep the members informed about upcoming meetings and other items of interest. The Communications Officer shall document all requests for information and support received from non-LAA sources. This information shall be shared periodically with the LAA members (Article III/Section 3).

Policies and Procedures Document – Communications Officer:  The Communications Officer maintains two separate distribution groups: Members and Past Members. 

The LAA maintains routine communications with the Members group. This includes meeting notices, special LAA events, request for assistance from LaRC, and any other activities that involve the operation of the LAA. The Past Member group will not receive the routine communications of the Members group. The Communication Officer may send other emails to the Past Member group (newsletters or invitation to return to the LAA) at his/her discretion or requests from the other Officers or Board Members for special situations (Policy IV).

Responsibilities:

· Email the Members group announcements of the LAA monthly meetings.
· Email the Members group announcements of talks, meetings, and events at LaRC that LAA members are eligible to attend in person or virtually. Some of these announcements could occur weekly.
· Email items that LAA Officers may request to be sent to LAA members. One example is the Treasurer requesting that members delinquent on their dues pay them.
· Maintain the Members group with the email addresses of members, including adding new members as provided by the Membership Committee Chair, and removing members when notified by the Treasurer.
· Maintain the In Memory of section of the larcalumni.org website with the assistance of the Committee Chair of the Website/Newsletter. Update the LAA membership via LAA monthly meetings on LaRC alumni passings. Search the obituaries in the Daily Press to identify any LaRC individuals, capture photos of the individuals if available, and the website links to the full obituaries. 
· Maintain a record of requests made to the LAA for information and support from non-LAA organizations or individuals. Page 1 of 2
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Ad hoc meetings/emails:  As special topics/concerns arise, there may be times that meetings will be needed with the President and other Board members as needed to respond to emails.

Affiliations: Close coordination with the President on communications to LAA members. Coordinates with Website Chair on monthly basis providing names and links for updates to In Memory Of section of the larcalumni.org website.  Close communications with the Treasurer and Membership Committee Chair to ensure membership file is current.

IT knowledge/requirements:  Email address; software compatible with Microsoft Word Excel, and Powerpoint, and Teams (if not able to attend every meeting in person and/or for other non-monthly special meetings), and free account to Box website (document repository). For special meetings Zoom might be an option. There is an option for the Communications Officer to have a larcalumni.org email.
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