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Position Description: Communications & Projects Officer 

Position type: Part-Time, 4 days per week 

Reports to: Program Manager 

Key responsibilities 
Working under the direction of the Program Manager, the Communications & Projects Officer is responsible for carrying out the Organisation’s communications and marketing activities and for ensuring the Writing NSW program of competitions, special events, and other projects runs smoothly and contributes to achievement of the Organisation’s objectives. 

Communications 
· Research, develop, implement, evaluate and report on marketing and promotional strategies for the Organisation using social media and other platforms 
· Liaise with colleagues, partners and others to ensure communications are well targeted and effective 
· Explore new avenues for promotion of the Organisation and for building partnerships throughout the writing community 
· Develop copy and graphics for the website, social media and media releases
· Produce other marketing material as required 
· Create, distribute and report on the weekly e-newsletter, Newsbite and maintain 
the Organisation’s mailing list 
· Coordinate eDMs for Writing NSW and e-ads for partner organisations in line with 
the Organisation’s policies on paid advertising 
· Co-ordinate marketing emails to past participants of courses
· Coordinate photographic, video, audio and other records of Writing NSW events 
and develop strategies to effectively utilise these across social media, fundraising 
and other avenues 
· Review and provide feedback on course titles, program copy and other promotional 
materials to ensure they maximise SEO and allow us to market the program 
effectively 
· Provide regular updates on communication strategies, outcomes and analytics for 
management and Board reports 
· Manage the Organisation’s list of VIPs, media, and promotional contacts 

Event and Competition Administration 
· Coordinate programming logistics for special WNSW events such as Talking Writing and WNSW festivals in consultation with colleagues and other relevant parties 
· Coordinate the events, opportunities and competitions calendars and associated webpages and timelines, in consultation with colleagues and other relevant parties 
· Liaise with event speakers, formally confirming participation, payment and providing logistical assistance as required 
· Coordinate staff and volunteers at events 
· Develop and implement operational procedures for events including ticketing, name 
tags, volunteer coordination and rosters 
· Assist the Organisation’s Program Manager and CEO in future planning of events 
· Coordinate competition judges, judging schedules and processing of entries 
· Coordinate design, production and distribution of entry forms and event programs 
· Keep records of participation statistics for all events and competitions and 
document the process for acquittal and reporting purposes 
· Provide regular updates on events and communications activities for reports to 
Writing NSW Management and Board 
· Coordinate other projects as required 

Finance 
· Assist the Program Manager and CEO with preparation of applications for external funding 
· Ensure payment schedules are in place for external contractors contributing to events, competitions and other projects, and that invoices are efficiently collated for payment 
· [bookmark: _Hlk212192616]Coordinate advertising expenditure for the Organisation in accordance with the annual budget
· Provide financial and statistical information to contribute to the Organisation’s overall accounts and budget as required 

General Administration 
· Provide customer service, including responding to phone, email and social media inquiries, taking bookings, and monitoring general email accounts 
· Provide regular updates and take minutes at staff meetings as required 
· Staff the Organisation’s premises on Saturday mornings and occasional evenings for events as required 
· Assist other staff with their duties and provide leave cover as required 
· Undertake other duties as required 
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