Langley Alumni Association
Website and Publications Chair Responsibilities

[bookmark: _Hlk206930021]By-laws Document – Website and Publications Committee Chair:  The Website and Newsletter Committee Chair is a voting member of the LAA Board of Directors.  

The Board shall be composed of the Executive Committee (defined in Article III, Section 2), the Chairs of the Standing Committees (Policies and Procedures Document/Policy 1: Committees) and no fewer than 12 and no more than 18 Members-at-Large (Article III/Section 1).

Policies and Procedures Document - Website and Publications Committee: The Website and Publications Committee shall facilitate communications with the members and manage publications. This Committee is responsible for updating and maintaining items such as the website, LAA flyers, annual report, and producing periodic newsletters (Policies/Policy #1/Section 2/Bullet 5).

Responsibilities:

· Maintain and update the LAA website (https://larcalumni.org)
· Prepare the LAA Newsletter on a quarterly basis
· Prepare other publications as needed for marketing or other LAA business (ex. LAA Brochure)
· Maintain LAA web page on the Langley Exchange Council website
· Post on LAA social media (ex. Facebook) as needed

Monthly
· Post announcement of upcoming speakers
· Prepare monthly General Membership and Board meetings charts.
· After meetings:
· Post announcements of speakers and upcoming events
· Post links to slides, minutes, videos, and pictures of speakers and events
· Update the In Memory of… and New Member pages
· Add/update upcoming events on calendar
· Other updates as needed (ex. volunteer opportunities, changes in LAA board members)

Ad hoc meetings/emails:  As special topics/concerns arise, there may be times that meetings will be needed with the President, other Board members and NASA Liaison as needed.  Review of emails to process applications and answer member questions happens throughout the month.

Affiliations: Close coordination with all of the Executive Committee for updates and information for the website and Facebook.

IT knowledge/requirements:  Email address; software compatible with Microsoft Word, Excel, PowerPoint; Teams (if not able to attend every meeting in person and/or for other non-monthly special meetings); WordPress (LAA website), Facebook, and free account to Box website (document repository). Page 1
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