	Position Description

	Position
	Public Relations
	Co-Chair Allowed
	Yes

	Term
	1 year
	Successor
	Appointment

	Oversight
	President
	Voting Rights
	Yes

	Committees (C)=Chairperson
	All

	Annual Budget Max
	See annual budget
	SSC Email
	

	Funding
	
	SSC Email Password
	

	Administrative Duties

	Continuity Binder:

	Must Include: Job Description; Procedures; Board Roster; Constitution; Bylaws; Calendar; Current and previous year monthly agendas, budgets, monthly/annual report(s), and minutes; Parliamentary Basics.
Submit to the Parliamentarian following the May GB Meeting or upon resignation/termination.

	Meetings:

	Monthly reports and requests for addition to the agenda must be submitted, in writing, to the Secretary, no less than 72 hours in advance of the GB monthly meeting
After Action/Term End Report and budgets are due to the President following the May GB meeting or upon resignation/termination
Attendance at GB monthly meeting is required; GM and Events strongly encouraged
Contact the President 24 hours in advance if unable to attend

	Protocol:

	GB Members are representatives of the SSC and are expected to conduct themselves in an orderly and respectful manner
Duties will be fulfilled in good faith, absent any malice and knowingly false information
GB Members will respect member privacy and will not perpetuate gossip and/or rumors
Subject matter and discussion at meetings declared ‘Executive Session’ by the President are confidential and not subject to public dissemination
Evidence of impropriety should immediately be reported to the President

	Governance:

	GB Members will maintain compliance with the SSC Constitution, Bylaws, Board Procedures, Job Descriptions, Shaw AFB, USAF, State and Federal regulations, to include: ADI34-223, Private Organization (PO) Program; Internal Revenue Service Tax Code as it applies to a 501(c)(3), Non-Profit Organization; Robert’s Rules of Order, revised, current addition.

	Additional Information:

	Want to send something to SSC members? Get the President’s okay FIRST!
Coordinate ALL outgoing SSC information through Public Relations Chair
Prior approval and receipts are required for non-budgeted reimbursement
GM Votes require a 7-day notice; see Parliamentarian
Consult the SSC Constitution and Bylaws
GB Members will perform other duties deemed necessary by the President
***Never state nor imply that the SSC is an official DoD, Air Force, or Army agency!***
DON’T use DoD logos; DON’T use uncompensated base stuff; DON’T obligate SSC past the current year
Robert’s Rules: Motion = Action ─ “I move to …” OR “So moved”
Can you do it? Please ask the Parliamentarian!










	Public Relations

	Regular Duties:

	General:
· Saves all fliers/graphics and newsletters in Google Docs under Public Relations email to be accessed by current and future Executive Board, as needed
· Take photos at monthly social and other SSC events, as able, or collect photos from someone in attendance.
· Work with all committees for any PR needs
· Send monthly board report by required deadline
· Attend monthly board meetings
· Help President, as needed, to create board calendar or any other documents he/she may need for continuity binders
· Time commitment for the position is around 1 hour per week, but can be more. Auction, for example, will take a lot of time to prep marketing pieces.

Maintain SSC “branding:”
· To include: fonts, logo, letterhead, membership form, member name tag design, business cards, etc.
· Redesign logo as needed with GB approval

Create fliers/graphics for all SSC events/programs to include:
· Social event fliers
· Special Activity Group event fliers
· Fundraiser fliers
· Graphics for Auction (item highlights, bid sheets, event signage, etc)
· Charitable giving fliers
· Graphics for scholarship application promotion and scholarship award ceremony
· Other fliers/graphics, as needed

Create and email monthly newsletter:
· Always BCC email recipients to protect privacy

Work with Social Media Chair:
· Provide fliers/graphics
· Provide newsletter
· Provide event photos
· Serves as backup for Social Media Manager, if needed.

Governance: 
· Update documents as required and provide copies for the SSC President, SSC Parliamentarian binders
· Manages Public Relations Chair email and Google Drive 
· Ensure official communication, other than the SSC Committee/Board, is approved by the SSC President
· Ensure ALL printed material (documents & images) includes the ‘Non DOD’ state as stated in the SSC Bylaws



