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Publicity and Communications Team 
 

Overall 

The Publicity and Communications Team is responsible for effectively communicating the 
organisation's activities, updates, and key messages to its members and the wider audience. The 
role combines creativity and communication skills to maintain an active, well-informed community 
and promote the organisation’s mission.   This role uses the  CWS website,  Band, 
Facebook, newsletters and email and may be split into several smaller tasks which are then 
undertaken by different team members. 

Specifically 

- Seek photos and gather reports from Volunteer Coordinators and Management Committee 
members for inclusion in marketing material 

- Manage the organisation’s Facebook page by creating engaging posts to promote events, 
reporting on activities, and responding to community engagement  

- Produce and distribute a regular newsletter via Mailchimp, ensuring members are informed 
about important news, events and organisational updates 

- Update and maintain the organisation’s website, as necessary 

Qualities and skills 

- Passionate about the Coolum Women’s Shed, with a desire to see it thrive and grow 

- Knowledge of administering Facebook, MailChimp, and plug and play websites, or willingness 
to learn 

- Organised, with an ability to communicate clearly 

- Willingness to learn and undertake training, as necessary 

Communication channel 

Operates on own initiative but supported by and reports to the Management Committee 

Anticipated workload 

Regular, specifically: Facebook - estimated one to two hours per week, Newsletter - one day per 
month, and Website updates - as required, but estimated one hour per week, unless major additions 
required 

 

 
Coolum Women’s Shed contact: President, Vice President, Treasurer, Secretary 

Management Committee: coolumwomensshed@gmail.com 
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