Prairie Star District Conference

Position Description

(Local Arrangements)

Position / Team Title: 

Publicity

Purpose of Position: 
The publicity team is accountable for producing print materials for the conference.
Suggested Team Size:
2 

Two individuals manage conference publicity, a writer to receive and assemble information and to write final copy, and a graphic artist to format communication materials ready for print. 
Dates of Charge:

September 2004
to
March 2005
Contact Person:

Maura Williams

Responsibilities:
1. Contact PSD Office for deadlines for District newsletter and congregational mailings. 

2. Contact the conference chairs for deadlines for materials to be distributed at the conference.

3. Contact printer to determine timeline for printing brochure. 

4. Contact program chair with deadlines for materials.

5. Produce initial announcement of conference for PSD newsletter.

6. Produce follow-up publicity piece for PSD newsletter with information about speakers and workshops.

7. Produce (8 page) brochure, which includes conference registration form, speaker and entertainment information, general information and workshop descriptions. Get approval from both Program Coordinator and PSD Office on brochure, have final brochure proofread by several individuals, including conference co-chairs before printing. 

8. Produce 8.5 x 11 poster to be displayed at churches.  

9. Oversee printing. Find out from PSD Office how many brochures to print. 

10. Arrange for Unity Church staff contact to receive mailing labels from PSD Office and to manage mailing of brochures.

11. Provide PSD Office with electronic version of brochure for their website.

12. Produce program materials to be included in participants’ packet. Materials could include conference schedule & logistics. maps, conference highlights, workshop descriptions.
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