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PUBLIC AFFAIRS COORDINATOR
Project Officers enlist the services of a Public Information Coordinator so internal publicity can be handled directly by the Public Affairs department.  This person will work with the Project Officer and CFC Director to develop and implement an on-base communications plan.  

Title:


Public Affairs Coordinator

Objective:
Implement the internal campaign communications plan and support the CFC Project Officer or Director

Duties & Responsibilities:

· Utilize the National CFC Communications Committee’s annual press kit, which provides an assortment of news articles, news releases, pictures, logos etc. for local campaign publicity. 

· The PCFO lets all local agencies provide stories and pictures that the Public Information Officer may use to further enhance the Public Relations impact.

· Year round campaign update communications.  Short messages that may be faxed or e-mailed to build year round relationships with donors should be developed.
· Articles for base papers and employee publications will include:

*
Campaign update communications.  

*
Feature stories and photographs.

*
Campaign activities and events

*
Reporting on campaign events such as the kick off and agency fairs.    

*
Providing Campaign Progress Reports.

*
Announcement of Final Campaign Results

· Public awareness of charitable agency use of Federal contributions for agency constituents 

The communications efforts will help make CFC a positive experience for the CFC Project Officers and the Keyworkers who are charged with carrying out the campaign, and the employees who give to their favorite charities through the CFC.

The PA coordinator will work in collaboration with other PA officers as a regional committee.  The collaborative effort will include the sharing and disseminating of stories, pictures, videos and all communications.

Reports To:
Installation Project Officer or LFCC Representative
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