HGTA
Job Description — Chair Marketing & PR Sub-Committee

To lead & co-ordinate the work of the Marketing & PR Sub-Committee to achieve its Aims
Reporting

Provide a written report of sub-committee progress on agreed actions to the HGTA
Secretary, prior to HGTA Committee Meetings and the AGM.

Scope

Prior to the beginning of the HGTA financial year produce a costed Annual Marketing & PR
plan for approval by HGTA Committee.

Monitor spending against allocated budget including. Place orders and submit invoices to
HGTA Treasurer for payment, as necessary.

Identify marketing opportunities that may arise during the year on an ad hoc basis. Seek
approval for any additional budget that may be required from the HGTA Committee.

Ensure defined roles for Social Media & Web Manager & deal with any queries or problems
they may have, reporting to HGTA Committee or Officers as appropriate.

Encourage & develop a system for the receipt, storage & deployment of relevant
photos/videos & information regarding events & items of interest relevant to our twin towns.

Produce promotional material, press releases, articles, web & social media posts and other
marketing material as required.

Recommend & co-ordinate production of material in support of other HGTA Sub-
Committees.

Respond to approaches from local media that would enhance a positive image for HGTA.
For example, take opportunities for interviews on local & regional radio.

Contribute to developing internal communications within the HGTA Committee and to
members, to increase active participation.

Contribute to developing recruitment opportunities to increase HGTA membership,
particularly from families and younger people.



