Shakopee Youth Wrestling Club
Communications Director Responsibilities

Essential Duties and Responsibilities:
· [bookmark: _Hlk157706487]Assist with all Shakopee Mat Club sponsored events
· Proof and administer any Shakopee Mat Club sanctioned communications to registrants as needed by board members
· Proof and administer any Shakopee Mat Club sanctioned communications to registrants as needed by coaches
· Coordinate and prioritize multiple communication requests to registrants as needed by board members
· Align communication information across various Shakopee Mat Club media platforms (e.g. SportsEngine website, Facebook, X ‘Formerly Twitter’) 
· Manage content across various Shakopee Mat Club media platforms (e.g. SportsEngine website, Facebook, Twitter)
· Coordinate Shakopee Mat Club subject matter expert content updates for SportsEngine website
· Submit recommendations or proposed website architecture or content refreshes to board members as needed
· Ensure media platform content and communications adhere to Shakopee Mat Club by-laws
· Forward any questions/concerns brought by parents/coaches to appropriate board members for response and follow-up in a timely manner
· Forward any pertinent tournament information to youth wrestling coaches and Mat Club Board President as needed
· Provide Board with any information that needs to be communicated to membership in a timely manner
· Other duties as assigned

Position Requirements:
· Must be 21 years of age and possess a valid MN State driver’s license
· Must complete a criminal background check
· Must be familiar with Social Media and Web platforms
· Proficient technical skills with Social Media and Web platforms
· Proficient verbal and written communication skills
