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Campus Pedal Prix

Committee Role Statement – Communications Officer

Summary
The major role of this position is to manage all the day-to-day Campus Pedal Prix communication to the students and their parents/caregivers. 

Duties


	No
	Function
	Details

	1.
	Committee Meetings
	· Report to the Committee on any issues relating to communication.

	2.
	Contact details
	· Collect and maintain contact details of all participants and their parents/caregivers, including names, phone numbers, email addresses and street addresses.

	3.
	Information sharing
	· Ensure that Notices are produced and distributed to all participants and/or their parents when necessary and in a timely fashion.  Use of email as a medium is encouraged. 

· Prepare monthly update notices
· Provide ongoing articles/ information for principals and school newsletters

· Collect photographs of events for circulation and articles

	4.
	Web page update
	· Provide any updated information to the Website Manager for inclusion on the Campus Pedal Prix website.

	5.
	Campus Fair
	· Develop a suitable display of photographs to showcase the Campus Pedal Prix.

· Together with the Marketing Manager, produce advertising pamphlets/flyers and ensure sufficient numbers are produced to hand out at the Campus Fair.
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