Communications Committee
Purpose
The Communications Committee manages the organization’s internal and external communications to promote transparency, strengthen stakeholder engagement, and advance the mission. It ensures that the organization’s brand, voice, and messaging are consistent, professional, and aligned with the goals of the Board of Directors.  In short, the Communications Committee ensures the how we say it is consistent, professional, and mission-aligned, while the Board/Board of Directors ensures oversight, approves communication strategies, and leverages messaging to advance organizational priorities.
Roles
· Committee Chair (Board Liaison or appointed director)
· Serves as the link between the Board of Directors and the Communications Committee.
· Oversees communication strategies and ensures they support the board’s strategic plan.
· Reports committee activities, campaigns, and recommendations to the Board.
· Oversee the chapter communications including monitoring the chapter email account and sending out all chapter communications via the chapters GMAIL (irwaga22@gmail.com) REPOSITORY.
· Committee Members
· Develop, edit, and distribute communication materials (press releases, announcements, website content, social media updates).
· Provide subject-matter input for campaigns and member engagement.
· Support crisis communication and media relations when needed.
· Board of Directors
· Approves communication policies, branding standards, and major campaigns.
· Ensures all communications align with mission, values, and organizational priorities.
· Uses communication channels to promote board-level initiatives and transparency.
Responsibilities
1. Strategy & Planning
· Develop a comprehensive communications plan (annual or multi-year) to support the organization’s mission and board goals.
· Establish guidelines for messaging, tone, and branding.
· Recommend communication tools and platforms (email, newsletters, website, social media, press).
2. Internal Communications
· Ensure board decisions, committee updates, and organizational policies are effectively communicated to members and stakeholders.
· Support the Board in fostering transparency and accountability.
· Manage communication between committees to reduce silos.


3. External Communications
· Develop press releases, media kits, and public announcements.
· Manage social media presence, website updates, and digital campaigns.
· Promote programs, events, and sponsorships to external audiences.
4. Crisis & Reputation Management
· Draft and distribute official statements in response to urgent issues (if applicable.)
· Protect the organization’s reputation by ensuring messaging is clear, timely, and accurate.
· Support the Board and leadership during sensitive communication needs.
5. Collaboration with Other Committees
· Work with the Newsletter Committee to align branding and tone.
· Partner with Membership Committee to support recruitment and retention campaigns.
· Promote Education, Program, and Sponsorship Committee initiatives through consistent messaging.
6. Evaluation & Reporting
· Track engagement metrics (text open rates, social media reach, website traffic).
· Provide quarterly updates to the Board on communication effectiveness.
· Recommend adjustments to improve reach and impact.
Communications Committee Workload Calendar
January – February
· Hours: Chair 6–8 hrs | Members 3–4 hrs
· Focus: Annual communications plan & kickoff.
· Activities:
· Draft annual communications calendar (email, social, press releases, newsletters).
· Align messaging with Board priorities and strategic plan.
· Launch “new year” message from the Board or President.
March – April
· Hours: Chair 5–7 hrs | Members 2–3 hrs
· Focus: Event & program promotion.
· Activities:
· Promote spring programs, training, or membership campaigns.
· Coordinate communications with Membership and Education Committees.
· Publish updates from Board initiatives (e.g., advocacy, policy).



May – June
· Hours: Chair 5–7 hrs | Members 3–4 hrs
· Focus: Mid-year storytelling & outreach.
· Activities:
· Share member spotlights, case studies, or impact stories.
· Update website and social media branding (if needed).
· Present communications performance report to Board (open rates, reach, etc.).
July – August
· Hours: Chair 6–8 hrs | Members 3–4 hrs
· Focus: Major event marketing.
· Activities:
· Develop communication campaigns for annual conference/summit.
· Oversee sponsor recognition across platforms.
· Coordinate with Program & Sponsorship Committees on messaging.
· 
September – October
· Hours: Chair 7–9 hrs | Members 4–5 hrs
· Focus: Peak communication season.
· Activities:
· Execute heavy promotion for fall events and education sessions.
· Prepare board-level press releases or position statements (if applicable).
· Manage on-site/real-time communication at major programs.
November – December
· Hours: Chair 6–8 hrs | Members 3–4 hrs
· Focus: Year-end wrap-up & reporting.
· Activities:
· Publish “year in review” communication (newsletter, digital report, or video).
· Provide annual communications effectiveness report to the Board.
· Draft strategic messaging priorities for the coming year.
· Share recognition posts for sponsors, members, and volunteers.
Summary of Time Flow
· Steady baseline (year-round): 2–3 hrs/member, 5–7 hrs/chair.
· Peak seasons: Jan–Oct (major event marketing), Nov–Dec (wrap-up, reporting, and planning).
· Board integration: Regular quarterly reporting keeps communications tied directly to governance and strategic priorities.
The Communications Committee workload flows with the organization’s programming and Board reporting cycles, ensuring consistent visibility throughout the year.
IRWA Chapter 22’s email address is . . .

IRWAGA22@gmail.com

All documents are kept in a centralized repository to keep all files in one place for current and future board members to access.

 



