
 
Director of Communications 

 
Job Description: 2-year renewable, Officer, voting 
In addition to the general TSA Board responsibilities, the Secretary records and summarizes the 
minutes of all Board and Executive Committee meetings, archiving the organization's records.  
 
The Director of Communications leads strategic, integrated communications that advance the 
Textile Society of America’s mission to foster interdisciplinary, globally engaged dialogue about 
textiles. As Chair of the Communications Committee, the Director stewards TSA’s public voice 
across digital platforms, publications, programs, and media outreach; ensures that member and 
public communications are clear, inclusive, and timely; and aligns messaging with organizational 
priorities, governance decisions, and community needs. 
 
The Communications Committee is chaired by the Director of Communications and comprises 
the Executive Director, Vice President/President, and TSA members.  
 
Responsibilities & Activities: 

●​ Maintain and strengthen TSA's organizational brand, communications style, and editorial 
standards. 

●​ Develop and manage TSA's annual communications and editorial calendar (newsletters, 
member features, calls for proposals, symposium announcements, awards and 
nominations, member news, advocacy alerts, and fundraising campaigns) in 
collaboration with the Executive Director. 

●​ Provide or coordinate editorial review to ensure accuracy, accessibility, inclusive 
language, and alignment with TSA's voice, style guide, and branding standards. 

●​ Oversee high-level content strategy for TSA's website and digital communications in 
collaboration with staff and/or contracted support, ensuring key pages remain current 
and consistent. 

●​ Maintain current communications materials within TSA's shared file system and follow 
records-retention guidelines. 

●​ Develop and maintain media, press, and partner contact lists. 
●​ Assist with drafting, editing, and distributing press releases, media advisories, and 

organizational announcements in coordination with the President, Executive Director, 
and program leads. 

●​ Cultivate relationships with allied organizations, academic networks, museums, cultural 
organizations, and media outlets to broaden awareness of TSA programs and initiatives. 

●​ Partner with Symposium Organizers and TSA staff to develop promotional campaigns for 
symposiums, colloquia, publications, and other major programs. 

●​ Assist with communications related to sponsors, advertisers, and funding partners, as 
appropriate. 

●​ Coordinate with Board committees to distribute calls, deadlines, elections information, 
awards announcements, and other member communications. 
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●​ Promote membership benefits, renewals, programs, publications, scholarship, practice, 

and community voices across the global textiles field. 
●​ Support transparency regarding Board actions, elections, policy updates, annual 

reporting, and other governance matters. 
●​ Work with TSA staff to gather, analyze, and share member and audience feedback 

through surveys and other assessment tools to strengthen communications strategy. 
●​ Promote accessible communications practices, including alt text, captions, 

screen-readable documents, inclusive language, and plain-language summaries where 
appropriate. 

●​ Submit written Communications Committee reports to the Board on the agreed 
schedule (currently bi-monthly), summarizing activities, metrics, outreach efforts, and 
upcoming priorities. 

●​ At the conclusion of the term as Chair, provide a final report documenting major 
accomplishments, outcomes, assets created, and recommendations for future 
leadership. 

●​ Fulfill the fiduciary duties and governance responsibilities of a TSA Board Director. 
 
Average Work Hours/Week:  Estimated at 5-10 hours/week, Volunteer, unpaid. 
 
Responsibility to the Board: 
All Board members, whether elected or appointed, are expected to attend all Board meetings, 
and required to attend 75% of Board meetings in a two-year cycle. The cadence is decided at 
the first January board meeting 

All Board members are required to sign a copy of the conflict of interest statement.  

All Board members are expected to keep the TSA Shared Google Drive  materials up to date. 
 

All Committee Chairs post a report on the TSA Shared Google Drive  with a synopsis of the major 
contributions and changes that have occurred during their term as chair. 
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