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[bookmark: _Hlk53594880]Communications Officer, Design History Society Trustee

[bookmark: _Hlk103856635]As a voluntary, unpaid member of the Executive Committee, the Communications Officer (CO) acts as a crucial bridge between Society members and design history’s many constituencies. The CO reports directly to the Chair and the Executive Committee on all communication-related matters. Trustees are expected to serve a term of 3 years with the opportunity to extend to 5 years.

Key Responsibilities
· To advise on and to innovate the Society’s communications presence
· To maintain the DHS website, blog series, and social media profiles with support from the DHS Senior Administrator
· To support the DHS Student Ambassadors in generating social media and website content
· To compose the DHS quarterly newsletter (based on submissions of content from all Trustees and members)
· [bookmark: _Hlk54098181]To liaise with Trustees to promote individual activities of the Society
· To report on communications at the in person Annual General Meeting and to Trustees at virtual quarterly committee meetings
· To contribute to award and grant application and conference convenor proposal assessment

Skills and Experience Required
· Good knowledge of the field of design history and its wider networks
· Excellent communication and organisational skills
· Experience in developing and maintaining websites 
· Experience of Photoshop, InDesign and Canva (or similar software)
· Experience of using social media platforms (Facebook, Instagram, TikTok, Bluesky, LinkedIn)
· Experience of composing newsletters using Mailchimp (or similar software)

[bookmark: _Hlk145942868]General requirements and commitments of Trustees: 
· Commitment to equality and diversity 
· Attendance at 4 x online quarterly Executive Committee Meetings, normally held in January, April, June and November
· Attendance in-person at the Annual General Meeting, normally held at the DHS Annual Conference in September (location can be global)
· Attendance at the DHS Annual Conference, normally 3-4 days in early September (location can be global)
· Submit reports before quarterly meetings and for the Annual Review
· To assess grants and prizes applications
· To abide by the Charity Commission’s code of conduct, in all his/her/their work for the society
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