Plymouthu3a Information Officer
Role description

The Information Officer is key to ensuring that the existence of Plymouth u3a, its aims and
aspirations, is known to the general public. In addition, it is important that anyone searching
for information about our u3a should have an initial point of contact who can answer
enquiries or direct them to the relevant EC member. The 10 will play a leading role in the
organization of major events and will use them to generate appropriate publicity.

Key Attributes

An ability to communicate with outside agencies and to engage with our membership
including fellow members of the EC and group leaders. A good level of IT literacy is required.

Tasks and responsibilities

e Act as the IPC for all external enquiries relating to the activities of Plymouth u3a,
passing them to the chairman and members of the EC as required.

e Attend Monthly Meetings and liaise with members and group leaders to identify
opportunities for publicity.

e Recruit, train and encourage members as part of an advisory team with the aim of
becoming the 10 in due course.

e Co-ordinate major events such as our 30" anniversary and to use such events to
promote external publicity.

e Assist in the publication of publicity material to promote public awareness of
Plymouth u3a.

e To be responsible for the administration of the annual publicity budget and
accounting of the same to the treasurer.

Responsibilities as a Committee Member

e Attend committee meetings and contribute to the running of the u3a.

e Be prepared to assist with/perform any other tasks at the request of the Committee.

e Be aware of the requirements in being a u3a Trustee and adhere to the Code of
Conduct and the Data Protection Act.

e Be familiar with the Plymouth u3a constitution.

e Promote the u3a ethos and encourage others to volunteer to assist the committee.



