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Why marketing and 
communications? 
Keeping your community up to date 
with your group’s activities is essential 
in building a trusting and positive 
relationship and raising awareness about 
the work of your group. 

Whether you are managing a community 
facility, hosting an event or raising funds, 
marketing what your group does offers 
many benefits, such as: 

• Staying in touch with your support base
• Attracting new clients, members, 

volunteers, supporters, funders, 
partners 

• Reaching different groups of people 
from diverse backgrounds and different 
age groups

• Building confidence with your 
supporters

• Leveraging more support from funders 
• Building goodwill
• Spreading knowledge about a particular 

issue of importance
• Encouraging participation 

Being strategic about your 
communication will assist you in all 
aspects of meeting your group’s goals. 
Marketing involves the application of 
a variety of communication methods 
including printed materials, online 
communication via social media and 
websites, logos, paid advertising, events 
you host or attend and so on. Here we 
focus primarily on the communications 
component of marketing. For further 
details on developing a broader marketing 
strategy see ourcommunity.com.au/
marketingmediapostcentre.

Developing a 
communications 
plan 
A communications plan will help your 
group think through who you are trying 
to communicate with, for what purpose 
and what the best method is. This will 
ensure you are not missing the mark 
with any communication that you 
undertake. This is especially important 
when you are spending money on your 
communications.  A communications 

plan should also ensure everyone in your 
group is giving out the same key message.

Ourcommunity.com.au advises that 
there are six key steps to developing a 
communications plan:

1. Know what you want to communicate 
(what do I want to say?)

2. Decide on your key messages (how do I 
want to say it?)

3. Knowing your audience (who are 
the most important people I need to 
reach?)

4. Think about a variety ways to 
communicate with your audience so 
that you are reaching your audience 
this may include - local radio, TV, 
newspaper and online 

5. Keep track of information you are 
disseminating and money spent on 
communications or advertising. Is it 
being picked up by local newspapers, 
radio, online?

6. Review your communications plan 
– at least once a year or after a big 
event or media campaign. Discuss 
with your group how you  will know if 
your communications plan has been 
successful
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Choosing a 
spokesperson
It is helpful for your group to identify 
a spokesperson/people for any 
media events or activities. Often the 
spokesperson is the chairperson or has 
an executive role within the group. The 
benefits of having a spokesperson include 
having a point of contact for any media 
interest and having a person that media 
and the wider public associate with the 
group. A spokesperson should have the 
following qualities:
• Confidence in public speaking and the 

ability to think quickly 
• Good knowledge about the work of the 

group and any related issues
• Able to build creditability with the 

media and an audience

If there is no one within the group 
who is willing to put their hand up for 
spokesperson the group might like to 
think about assisting a member to build 
their confidence and skills to take on the 
role. 

Print 
communications 
– brochures, 
newsletters, flyers
Your audience will inform the 
approaches you may take to print 
communications. It is advisable that 
whatever communications materials you 
do develop that you keep your branding 
and key messages the same. This helps 
your audience to recognise your group 
from another.

Part of your communications may 
include developing printed documents; 
below we provide some advice on 
some of the most common printed 
communications resources: 

A brochure can be a simple way to 
communicate to your audience who 
you are, what you do and how to get 
in contact with you. A well-designed 
brochure could last  for a number of 
years. Think about what makes your 
group stand out – what are you offering 
that is different to a similar group in 
your area? In terms of design – explore 
whether there is someone within your 
group with an interest in design, there 
are also design templates available 
online or, if it is affordable, consider 

employing a professional graphic 
designer. 

A newsletter can be a great way to 
keep your community up to date on 
your group’s work and to promote your 
events and activities. Consider engaging 
members in developing the content for 
the newsletter, choose an editor who has 
the time and skills to pull the newsletter 
together and establish whether your 
audience would like to receive the 
information in print or via email and how 
often. If you are printing the newsletter 
you will need to not only factor in the 
time to develop the content for the 
newsletter but also the printing and 
posting costs. 

Electronic 
communications 
– website, email 
newsletters, social 
media
The internet is a common way that 
people seek information. No matter 
what type of group you are, you may find 
having an online presence affordable and 
efficient. Your online profile may be small, 
such as an online listing in the yellow 
pages, or it may inform part of your 
marketing and communications plan and 
involve social media platforms as well as 
a website. In the process of developing a 
communications plan, think about who 
your audience is or who you would like 
it to be and how you might attract them. 
Also consider what your group will be 
able to manage in terms of keeping your 
online profile up to date and relevant. 

Websites
Websites are an effective way for your 
community and potential supporters, 
members or sponsors to find out about 
your group. Much like a brochure, they 
provide the essential details about 
who you are and what your purpose is. 
Websites can allow online payments to be 
made and can include photo and video 
galleries. To develop a website you could 
engage a local web designer or you could 
access one of many online tools to build 
your own website. Think through what 
is the most important information you 
would like people to know about your 
group, such as who you are, what you do 
and how to make contact with you.

Ourcommunity.com.au suggests trying to 
get a website name as close to the name 
of your group as possible, and if possible, 
buying your own domain name. This will 
make it easier for people to find you online.  
Also consider promoting your website on 
all your communications material – such as 
letterheads, flyers, media releases and so 
on. In order to ensure people can find you 
online, search Our Community Help Sheet 
on ourcommunity.com.au 
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If you are at all concerned about 
using online technology there are 
plenty of useful online resources 
that discuss the pros and cons of 
using the internet and how to avoid 
any privacy or security issues. A 
good first point of call is the Federal 
Government’s website  
australia.gov.au/information-and-
services/public-safety-and-law/
online-safety

You will find plenty of useful tips  
and advice, as well as links to other 
resources.
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Email newsletters 
Newsletters are a great way to promote 
the work of your group, including any 
events and activities. They can also help 
build your membership or supporter base 
and can assist you in fundraising. An email 
newsletter may be a more efficient and  
cost-effective way to provide information 
directly to your community. Have a look at 
some of the email newsletters your group 
members already receive. You will be able 
to identify some of the online applications 
that groups use to develop their email 
newsletters. Have a look at the Our 
Community help sheet about producing 
an email newsletter for your group on the 
Our Community website for your group.

A very popular tool to create and 
distribute your emails is MailChimp.  Visit 
www.mailchimp.com  to learn more. If you 
have 2,000 or fewer subscribers, you can 
send up to 12,000 emails per month free.

Social media
Social media is a useful tool to promote 
your group’s work, facility, events or 
activities. There are a large number of 
social media platforms. You may want 
to look around at what other similar 
groups use.  A few of the popular ones 
are: Facebook, Twitter, Instagram and 
YouTube.  You may also want to talk 
with your community, support base or 
membership about what type of social 
media platforms they use and what would 
be most beneficial to them in terms of 
your communication. When setting up a 
social media profile consider appointing 
an administrator, be clear about the 

purpose of the page, if applicable, include 
rules of participation in your page and 
ensure you have looked over any security 
and privacy settings. Club Help has some 
useful advice on setting up a Facebook 
page clubhelp.org.au/marketing/using-
technologies/social-media. Other useful 
resources can be found online, particularly 
through the State Government’s website 
for businesses where there are many 
useful tips on using social media available 
from a business marketing perspective 
that can be adapted to marketing your 
group.  Visit www.business.vic.gov.au  and 
search ‘marketing’

Other 
communication 
methods and ideas
While we have already discussed some of 
the tips below when talking about print 
and online media, here listed together 
are some tips to add to your groups 
brainstorming ideas:
• Word of mouth, getting group members, 

volunteers, members to spread the 
word, invite friends and family along

• Community service announcements 
through local newspapers or TV, what’s 
on section or an article about the 
group/activity/event.  Did you know 3BO 
have free community announcements, 
www.mycommunityconnect.com.au

• Community calendar through 
local government websites, local 
newspapers, schools, libraries or related 
groups

• Schools newsletters
• Placing posters and flyers in shop 

windows or inside relevant businesses 
• When your group has a special event 

or program, contact the local media 
outlets such as the newspapers and 
radio, to see if there is interest in your 
group’s project

• Discuss with other groups what they do, 
consider working with them to hold an 
event

This factsheet has been informed by 
ourcommunity.com.au and  
www.clubhelp.org.au. Visit these websites 
for more detailed information that 
will guide your group to establish an 
affordable and effective communications 
and marketing plan. 

The information contained in this fact sheet 
is intended as a guide only, and is not legal 
advice.
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Email tip: Use your email service 
provider to create specific email 
addresses for your group’s secretary 
and possibly other roles within your 
group, rather than using personal 
email addresses.  This will prevent 
confusion around contact details 
and will also help group members 
keep track of correspondence.
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