
Job Title: Newsletter Coordinator Club Name: WAMASC 

Reports to: Executive Board Revision Date: 7/5/17 

 
 
 
Position Overview 

The Newsletter Coordinator is responsible for the management of the club’s bi monthly newsletter. 

Responsibilities and Duties 

 Responsible for  the content of the club’s newsletter 
 Liaising with suppliers and sponsor’s in relation to content and advertising 
 Inclusion of a chairman’s report on the direction / progress of the club 

 

Knowledge and skills required 

 Ability to organise and delegate tasks 
 Understanding of budget compliance 
 Communicate effectively and possess good interpersonal skills 
 Maintain confidentiality on relevant matters 
 Comprehensive knowledge of computer programmes 

 

 

 

I acknowledge the requirements placed upon me by this Position description. 
 
 
Name:______________________ 
 
 
Signature:________________________  Date:__________________________ 
 
 
Witnessed By Secretary:__________________________   Date:_____________________ 

 


