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THE MAIN STREET PLAYER’S  LTD.

JOB DESCRIPTION

Director of Communication

· Member Board of Trustees

· Responsible for all communications to the Board, Production and Administrative Staffs, and the general memberships

· Publication of the Monthly newsletter- work with Marketing VP to insure public awareness of Company events. The newsletter shall:

1. Schedule dates and communicate dates and agendas for all meetings including Executive Board Meetings**, Full Board Meetings and Membership Meetings, Annual Elections Meetings.  ** Executive Board meeting agendas will be done by the President and Secretary
2. Inform members of all Company fundraisers, auditions, productions, etc.

3. Inform members of events featuring or pertaining to MSTC members: members in this case pertains to any and all persons who have participated in and/or supported Company endeavors.

· Distribute Newsletter- Work with Membership V.P. to keep membership list constantly updated.

· At the bequest of the board, coordinate any correspondence between said Board Members and outside third parties pertaining to company business.

· Prepare, maintain, and distribute Board Calendar
· Prepare, Publish and arrange for printing of all Playbills.  Ensure that ample Playbills are printed for each Productions and arrange for their delivery to the Theater in a timely manner. 
Direct Reports

UP- Secretary
DOWN-    Webmaster
· Graphic Designer
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