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Job Title:  Communications MAL 
 
 

Duties and Responsibilities: 
 

1. Direct the management of the business and affairs of the RBDC in the best interests of the 
corporation, exercising the care, diligence and skill of a reasonably prudent person, and 
acting honestly and in good faith. 

2. Prepare and deliver a report of communication activities and participate at all RBDC executive 
meetings. 

3. Publish eight issues of the club newsletter (Ballroom Biz) and deliver to dance classes the first 
Monday of the month for distribution to members. 

4. Coordinate any paid advertising in the club newsletter and provide the treasurer with copies 
of the newsletter for billing. 

5. Initiate, prepare and approve all print ads for the club. This includes advertising in the Regina 
Leader Post, DirectWest Telephone directories, Dance Saskatchewan and other publications. 

6. Communicate club events using various media including event calendars (print and on-line) 
and e-mail. 

7. Prepare promotional material as required including posters for club events, dance cards and 
brochures. 

8. Promote club demonstrations and trade shows (i.e. bridal shows) organizing and participating 
as required.  

9. Prepare a written yearly communications report for presentation and distribution at the RBDC 
Annual General Meeting in March. 

10. Number and print RBDC gift certificates as required. 
11. In the event that the Membership MAL or the President are unavailable, change the voice 

message on the RBDC dance line when classes are cancelled due to weather conditions. 
12. Read, respond to, file and/or delete emails in the club e-mail account. 
13. Administer the RBDC Web site (i.e., act as Webmaster) and maintain all content on the RBDC 

web site, as described below in “Other” section. 
14. Responsible for Communications Laptop and any other equipment that goes with the laptop. 

15. Perform such other duties as the directors may assign. 
 
 

Time Requirements: 
 

 Attending all executive meetings (held monthly except in July and December).  These  
 meetings require 2 to 3 hours of time per month. 

 Attending Annual General Meeting and any specially called general meetings. 
 Attending subcommittee meetings as required. 
 Soliciting articles and advertising, write, create layout, edit, print and deliver the monthly  

 newsletter – eight issues at approximately 8 to 10 hours per issue. 
 Responding to e-mails and administration of RBDC Web site – 3 to 6 hours per month. 
 Print advertising generally twice a year—August and December. 
 All other duties as required. 
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Job Title:  Communications MAL (continued) 

 
Skills and Qualifications: 
 

1. Must be a member of the RBDC at the time of nomination and throughout term of office. 
2. Advanced computer skills (must use a word-processing program) and able to become familiar 

with Adobe Dreamweaver (tutorial and Website Manual available) for the maintenance of the 
RBDC Web site.   

3. Good verbal and written communication skills.  Experience in marketing, communications or 
publishing an asset. 

4. Good interpersonal skills. 
5. Good organizational skills. 
6. Access to the Internet and e-mail. 

 

 
Orientation and Training: 
 
The retiring Communications MAL will meet with the incoming Communications MAL and provide: 

1. A job description. 
2. Web site Manual. 
3. Communications laptop and any other equipment that goes with the laptop. 
4. Newsletters and promotional material from previous years. 
5. Electronic copies of current newsletter and promotional material. 
6. Contact list for advertising. 
7. A copy of the RBDC Advertising Policy. 
8. A copy of the bylaws. 

 
 

Other: 
Includes RBDC website administrator duties and responsibilities, as follows: 
- Create, update, and delete information on the website.  
- Backup of website – weekly. 
- Ensure the quality and content of the information on the website is appropriate for the RBDC club 

members and the general public. 
- Ensure that the website content is accurate and current. 
- Communicate with Instructor Rep and Chief Instructor Group on class schedules for website. 
- Update the website manual as needed. 
- Ensure the website operates smoothly in technical terms. 
- Ensure website hosting and website technical support is out-sourced to: 

a) Provide hosting capabilities for the RBDC website on a server using a system/application 
appropriate to administrate and maintain the site.  Includes access to both a test and a 
production website. 

b) Maintain the domain name (i.e.,  www.rbdc.ca & e-mail: contactrbdc.ca) 
c) Assist the Club website administrator to ensure that the website operates smoothly in technical 

terms. 
 

http://www.rbdc.ca/

