
 
 

ROLE DESCRIPTION 
NEWSLETTER OFFICER 
 
 
The Newsletter Officer needs to compile a monthly newsletter from contributions received 
from its Club members.  Once compiled by approx the 25th of each month, the newsletter 
should be saved in a PDF format and forwarded to the Publicity Officer for distribution as 
approved by the Management Committee.  NB: Computer skills in MS Word are essential. 
 
The Club’s newsletter may include the following:  
 
1. Message from the President 
 
2. List of Management Committee members and their contact details 
 
3. Summary of activities and outings from the previous month 
 
4. Calendar of activities and outings for the next month 
 
5. Details of the next General Meeting including morning tea volunteers 
 
6. Member profiles 
 
7. Reminder of upcoming events 
 
8. Reports from Club Activity Co-ordinators 
 
9. Messages from PSPL 
 
10. Other items as deemed appropriate 
 


