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SEACLIFF SURF LIFE SAVING CLUB
TERMS OF REFERENCE
Communications Officer
	Role Number
	4.2
	Document Version
	1.0

	Role Category
	Communications Officer

	Governed by
	Seacliff SLSC Constitution (2026) and Club By Laws

	Date of Effect
	30 June 2026

	Approved by
	Management Committee

	Review Cycle
	Annual (at or following AGM)
	Next Review Due
	2027 AGM



ROLE
· The Communications Officer is responsible for managing and coordinating the club's internal and external communications. The role promotes the club's activities, achievements, events, and community impact while ensuring members, stakeholders, and the public receive timely and accurate information.
· May chair a Communications Sub-Committee, the members of which will be approved by the Board of Directors
DESIRABLE QUALIFICATIONS
· Good working knowledge of, or willingness to learn, the different areas within Surf Life Saving.
· Good working knowledge of social media platforms including website interfaces and email platforms. 
RESPONSIBILITIES
· Promote activities around the club on the relevant social media sites 
· Develop and implement communication strategies to support club objectives.
· Manage the club's social media platforms, website, and other digital communication channels. 
· Prepare and distribute club newsletters, announcements, and member updates.
· Promote club events, training programs, fundraising activities, and community initiatives.
· Coordinate media releases and liaise with local media outlets when required.
· Ensure consistent branding and messaging across all club communications.
· Capture and share member achievements, patrol activities, competition results, and club successes.
· Liaise with our Email provider and Website design team to ensure any issues are raised and handled promptly and effectively. 
· Support recruitment and retention efforts through effective promotion of club activities and membership benefits.
· Maintain communication records, publications, and digital content archives.
· Ensure communications comply with club policies, privacy requirements, and Surf Life Saving guidelines.
VERSION CONTROL
	Version
	Date
	Author
	Description of Change

	1.0
	30 April 2026
	Management Committee
	Initial document — extracted from Club By-Laws aligned to new Constitution. 



This document is to be read in conjunction with the Seacliff SLSC Constitution, By-Laws, and applicable SLSSA and SLSA policies.
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