


Job Description 
 
Position 
Communications Director 
 
Reports to  
President 
 
Functions 
 
To produce all materials and articles relating to 
the public relations and publicity of the 
Chamber.  
 
Detailed Duties 
 
A. Coordinate, edit and publish all Chamber 
publications. 
B. Write news releases and ensure distribution 
to news media. 
C. To assist in maintaining the Chamber’s 
websites. 
D. To assist in the general duties of the office. 
 
Accountability 
 
The Communications Director is directly 
accountable to the President.  
 
Qualifications 
 
Must have excellent grammar and computer 
skills, be responsible and have a pleasant 
personality. A good knowledge of the Waupaca 
area is needed.  
 
Compensation 
 
Approximately 12 hours a week. Salary based 
on experience. 
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