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Position Description
Volunteer Media & Communications Officer 

This is an agreement between   






    and the South Gippsland Landcare Network (SGLN) for the volunteer position of SGLN Media and Communications Officer
This is a part time position of 
      hours per week. Initially the position has a trial period of three months. This position can be undertaken online from a remote location.
Duties of this position include:

· Planning, analysing, and creating visual communication solutions as required including general correspondence, media releases, info graphics, annual report 
· Developing promotional flyers and brochures  

· Developing content for the website  
· Development of content monthly e-Bulletin using MailChimp 
· Design and production of Newsletters (3 per year)

· Creating report templates.  

Skills and attributes required include:

· Layout design and desktop publishing experience.
· Good editing and review techniques.
· Excellent communication skills.  
Common hazards exposed to include:

Workplace ergonomics and workplace environment 
I agree to adhere to appropriate safety measures while undertaking my duties:

Keyboards & Mouse: 
· Ensuring the mouse design fits the size of the users hand

· Placement of the users hand and upper limb in as neutral a posture as possible during use

· Support of the weight of the arm by the desk and not the user, and 

· Keeping the wrist flat during use allowing the fingers to rest on the push buttons between actions.
Computers: When using laptops for a prolonged period of time:
•
Use a separate detachable keyboard and mouse and screen

•
Use a docking station to improve posture, actions and overall comfort

•
Be aware of the importance of posture when using a notebook and frequently rotating between keying and other activities.

Confidentiality

I agree to not divulge:

· Details of other members 

· Information relating to any projects or operations of the group that may be deemed ‘commercial in confidence’.

I understand that as a Landcare volunteer I am a representative of the SGLN. I will always ensure my actions are in accordance with the policies and ethos of the group.
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