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The Communication Director is responsible for all printed and electronic communications to sponsors and attendees. Effort should be taken to ensure accuracy, professionalism and consistent brand identity. The Communications Committee Chair is responsible for coordinating any supporting board members and any volunteers and oversees the responsibilities of the “Communication Team.” 
The following are the primary responsibilities of the Communication Committee of Metropolitan Senior Network:

· Coordinate with the Secretary to maintain accurate database for communication needs. Export and upload to constant contact monthly. 
· Send monthly meeting reminders using constant contact e- marketing or similar program.

· WEBSITE: Maintain up to date website consisting of monthly meeting details, special events, updated sponsors and board member contact details, as well as updates to other web pages.

· LINKED-IN GROUP: Maintain updated info and reply to requests on linked in group account.
· NEWSLETTERS: Ensure consistent format, layout and design of MSN monthly newsletters to ensure accuracy, consistency in regard to MSN brand. Newsletters should consist of: all current board members contact and position, corporate sponsor logos, marketing related article, and member profiles when applicable. 

· MONTHLY FLYERS: Coordinate content with Program Director to gather speaker, topic, location and sponsor details to communicate monthly meeting information in a professional manner and consistent with the MSN brand.

· MARKETING COLLATERALS: Coordinate format and design of all marketing materials and forms to be professional and consistent with the MSN brand.
· REPORTING: Report to MSN board on increase and decrease in: contacts linked-in group activity, and website changes.
· MAILINGS: Coordinate with the Graphic Designer to ensure timely mailing of printed materials while attentive to budget constraints, and ensure all materials or professional and consistent with the MSN brand.
· SURVEY: Create surveys to assess how MSN is doing with our Presentations and workshops and to secure feedback for the Board on the participants’ views of the organization as a whole. Prepare electronic Ballot for Annual Awards Breakfast.
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