
Publicity Tasks 
 
The following describes the Publicity Officer role as I have done it over the last 
eight years or so. Of course a new person will be free to shape the role as they 
think is best, and which fits in best with their way of doing things. For example, 
the computer/text-processing technical stuff might be much simplified. I would 
be very happy to discuss with someone to initially share the role with me still 
doing quite a lot. We could agree who does what from this list, amending the 
share as time elapses. 
 
1. For each new programme, summer or winter: 
 
• Accept spreadsheet with basic programme from Walks Prog. Sec. 
• Convert to text file 
• Manipulate text to produce these versions of the programme: 
 1/3 A4 mini programme 
 programme on A4 poster 
 text file formatted for North Devon Journal’s What’s On listing, 

ditto ND Gazette listing. Send the lists to the two newspapers. 
• Locate walks on map of North Devon, to identify special selections of walks  
• Produce about 18 posters and circulate to libraries, TICs, etc. 
 
2. On-going jobs: 
 
• Maintain stocks of recruitment leaflets from Central Office. 
• Run off mini programmes as required and collate with recruitment leaflets 
• Answer queries about walks and the Group; forward leaflet as req’d 
• Liaise with committee and attend meetings (four per year) 
 
3. Special Events 
 
• Keep eye open for events to attend (e.g. North Devon Show) 
• Apply for and attend special events with display boards, table (possibly), 
leaflets and literature. Recruit members to help to man the stand. 
• arrange publicity (with Joan) for Festival of Winter Walks and for any other 
walking weeks. 
• apply to libraries to put up displays for week-long sessions, with leaflets in a 
dispenser.  
• Keep display boards up-to-date (laminated photos and text pages) 
• Joan prepares press releases; liaise with her to finalise these. 
 
4. Store Equipment 
The Group owns the following which needs to be stored when not in use: 
• four display boards about one metre high. 
• a table which folds into two for storage. Legs fold in as well. 
• a gazebo stored in two large bags. 
 


