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CAVA Position Description - Public Relations Chair 


  


1. Title:  Public Relations Chair (PR Chair)
2. Purpose: To promote CAVA and its purpose in the community, to its members and to professional colleagues.

3. Duties:  

a. Produce CAVA Newsletter bi-monthly [to be distributed each year in January, March, May, July, September and November].  Content to be written and submitted by CAVA members and formatted & edited by Chair of PR. Set & communicate deadlines for newsletter submissions.
b. Promote the profession of Volunteer Program Management along with press releases about CAVA programs and other events through various media outlets including print and web-based resources.

c. Maintain collection of all CAVA coverage in the media.
d. Create and maintain CAVA information on organization’s and other professionally relevant websites.  

e. Support the organizational goals in CAVA’s strategic plan

f. Continue to recruit members and be ambassadors to the community representing CAVA as an organization. 

4. Time Commitment: 

a. Attend all monthly CAVA Executive Committee meetings; 12 times per year

b. Attendance encouraged at all CAVA Programs; 6 times per year 

c. Attendance encouraged at all Member meetings; 6 times a year  

d. Additional time as needed to fulfill job responsibilities
5. Term of Service: Two-year appointment beginning in January and ending the following year in December.

6. Qualifications: 

a. Excellent written & verbal communications skills.  

b. Excellent reading, writing & editing skills.  

c. Knowledge of Volunteer Program Management.

d. Computer skills necessary including Microsoft Office Suite, Internet navigation and website management.

e. Bi-lingual skills a plus.  
PR Chair is responsible for organizational goal of recruiting members and being an ambassador to the community and representing CAVA as an organization.  This volunteer position is held accountable for the jobs listed in their position and goals of the organization with the good faith of making every decision with the mission in mind. The PR Chair is held accountable by the Board for managing their goals and accomplishments according to the position description administered by President. 
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