
JOB: Communications Chair

LAST UPDATED/CHANGED:  March 20187

JOB DESCRIPTION:
The Communications Chair is responsible for keeping the NVNS Community, 
past, present, and future, informed about NVNS news and happenings. This job 
is responsible for sending out reminders and updates to the current 
membership, alumni outreach, and either serves as the school’s Webmaster or 
works with the Webmaster to maintain the school website and Facebook pages. 
The Communication Chair also serves as a resource to the Newsletter Editor 
and Smugmug Parent/Photographer. The Communications Chair is an elected 
position.  

JOB DUTIES: 
 Report important information to Webmaster in order to keep website 

updated. Oversee any significant website content or server changes. 
 At the beginning of the year, the school’s google calendar.  Keep this 

calendar up-to-date as activities are changed and added throughout 
the year.

 Keep an up-to-date schoolwide e-mail list and alumni lists in all 
programs used (outlook – both communications and KNO, 
mailchimp, gmail, e-vite, etc.)

 When new enrollees are added, reach out to introduce yourself and 
inform them of the various ways to stay up-to-date on school 
activities, including e-mail, Facebook, and the website

 Send school-wide reminders and school “Community Catch-up” 
emails on an as-needed basis. 

 Act as leader and contact person for the Communications team - 
NVNS Newsletter Editor, Webmaster, and Smugmug/Photographer 
parent.

 Alumni Outreach through email and Facebook
 Acts as an administrator on the Facebook NVNS Business and 

Parents page. 

JOB REQUIREMENTS: 
 This is an elected Board position.



 Attend all Parent Meetings, Board Meetings and Board functions.
 Participate in Board Set Up, Orientation and Registration Day.
 Summer work is required.
 Participate in End of Year Cleanup.

Additonal Information:

- All public communication must include the school license number 280100561. 
This includes advertisements, PR, etc.
-Passwords for website, facebook, and other communications can be found on 
the NVNS website under “Board Resources”.
- If needed, a school computer can be provided for you. 
- There should always be a second Admin on the Facebook page, select a 
member of the board willing to take a shadow position there with you. 

Meeting with Incoming Communications Director 
Schedule a time in May that you will meet with the incoming communications 
director in order to discuss any necessary information, including website and 
email access. 


