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ATD-LA 
Director of Marketing & Communications
Position Summary

The Director of Marketing & Communications is an elected officer of the Chapter. This position oversees activities related to communication among the Chapter members at large, and communication with the community and other professional associations. Additionally, this position also oversees responsibilities related to marketing for the chapter.

Reports to: President-Elect or President 
Time Commitment

Term: Two years 
Estimated Time Requirements per Month:

· Attend monthly board meetings – 1.5 hrs/month

· Attend as many monthly chapter meetings as possible: 3 hrs/month
· Execute Director of Marketing & Communications responsibilities: 5-10 hrs/month.
Responsibilities  
· Supports the chapter Office Administrator by providing chapter news or updates on an as needed basis.
· Oversees the Social Media Manager. 
· Reviews marketing requests from other board members. Collaborates to create a proposal of a marketing initiative and determine ROI. 
· Ensures that the chapter adheres to ATD branding guidelines. 
Marketing
· Mentors Social Media Manager. 
· Shares best marketing and social media practices with other ATD-LA Board members.
· Helps Board members with brand-specific projects (such as collaborating to create a marketing plan for a specific event, webinar, or initiative).
· Evaluates marketing software and tools currently being used for effectiveness and costs, and research and recommend new tools when necessary.
· Where appropriate, drive integration of ATD-LA paid marketing and social media strategies.
Communications
· Manages chapter publicity and media relations.
· Markets special projects.

· Advices Board of market trends.

· Coordinates communication activities with related activities of Membership, Programs & Events, and other offices as needed.
· Executes ATD-LA’s communication strategy across all mediums from print to social media.
· Reports on communications-related topics to Board.

· Coordinates with Social Media Manager to ensure that Volunteers of the Month are selected and information posted on the website and other social media platforms. 

Reporting

· Tracks data for all marketing efforts, including social media metrics and ad results. 
· Prepares board reports each month during the first week of the month. Compile reports on Social Media KPIs.
Board Participation
· Attends and participate in all monthly board meetings.
· Attends as many chapter programs as possible.
· Tracks marketing trends from chapter communications. 

· Participates in other chapter events, committee meetings, and conferences as available.
· Represents chapter professionally and ethically in all business functions/organizational activities. 
Training

· Trains Social Media Manager and social media volunteers. 
· Constantly updates personal knowledge of ATD strategies and operations. 
· Trains incoming Director of Marketing & Communications. 
Qualifications 

· Member of ATD National and ATD-LA chapter. 

· Solid marketing and public relations skills.
· Skilled in written and verbal communication, personal interaction and problem-solving.
· Ability to plan, organize and execute activities as required by the position.
· Ability to complete projects within established timeframes.
· Ability to delegate tasks and monitor follow-through.
· Time available to fully participate in chapter programs and board meetings.
· Has a willingness to advocate the chapter.
· Ability to seek others out as volunteers.
ATD Resources                                        

Chapter Relations Manager (CRM)
National Advisors for Chapters (NAC)
Chapter Affiliation Requirements (CARE)
Sharing Our Success (SOS)

Chapter Leader Community (CLC)
Leadership Connection Newsletter (LCN)
Toolkits
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