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JOB DESCRIPTION

	Title:
	Director of Communications


I. Primary Function/General Purpose of Position

The Director of Communications is responsible for all communications to the RCA membership to include but not limited to announcements, member surveys, invitations, etc.  The position directs the design and maintenance of the RCA website and its contents.  
II. Employment Qualifications
All candidates for the Board of Directors must be in good standing at the time of nomination or appointment and must remain in good standing.
III. Essential Job Functions

· Directs the design RCA website and its contents.  

· Provides updates relating to communication to the membership at the quarterly meetings.

· Maintains the RCA website to include relevant and updated information on membership, quarterly meetings, WorldatWork sponsored education, conferences, job postings, misc events, and volunteering and networking opportunities.  
· Collaborate and lead the Website Design Committee on the RCA Website Redesign. 
· Updates social media sites to include Linked In as relevant to membership communication.

· Distribute communication to membership as relevant. 
· Distribute quarterly meeting invitations to membership.
· Manages job postings on RCA website.
· Collaborates with webmaster on the design and maintenance of RCA website.
IV. Other Job Functions

· Attends, participates and is engaged in quarterly board meetings.
· Attends, participates and is engaged in quarterly meetings.
· Respond to membership inquiries as needed.  
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