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Communications 

The Communications officer shall be elected by the membership and shall be an 
Officer of the Kettle Moraine Garden Club.   

Term: 2 years 

 The purpose of the Communications Officer is to be in charge of all 
correspondence and communications of the Kettle Moraine Garden Club 

The Communications officer is responsible to: 

1. Conduct all such correspondence of KMGC and its Board of Directors subject to 
direction of the President. 

2. Publish a monthly newsletter during designated months.   Create a schedule of dates 
and times of articles that are to be included; give to officers and committee chairs. 

3.          Help implement goals of  KMGC’s Strategic Plan (2014-2015-2016) by carrying out 
assigned action steps.  See attached Goal #6 pertaining to Communication. 

4. Update the KMGC web site with current notices, information, photos, etc.  
Communicate with outside paid administrator of website to assure it is well 
maintained and updated for major changes. 

5. Put meeting information on the web site and in the newsletter as reminders to 
members.   Update as necessary. 

6. Encourage members to frequent the KMGC and GCA websites to gain information 
and to use communication links to other garden clubs and organizations. 

7. As requested by the President or in the President’s absences, send e-mail blasts 
regarding KMGC activities and events. 

8. At year end, pass on photos, newsletter copies, and other important documents to 
the Historian for safekeeping.  

9.          Maintain an organized binder(and/or separate titled folders) that contains all 
information pertaining to the role of Communications during the two year term;  at 
term’s end, give this binder or folders to the newly elected Communications officer. 

The Communications officer should remain current by: 

 Attending any meetings offered by GCA committee representatives in Zone XI  
 Reading information pertinent to the office on the GCA website 

 
The Skill Set an individual needs for this position: 

 Possesses excellent writing skills 
 Has excellent computer skills; knowledge of Microsoft Word & e-mail applications  
 Is Internet savvy; uses KMGC website 
 Is proactive and organized 


