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A. Determine Goals
– Long-term

• What is the overall goal(s) of the organization?

– Short-term
• What would you like to achieve through your 

communications effort?

• Does your current communication effort support your 
goal?

• Do the people you need to reach know you exist?

• How visible is your organization now?
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B. Identify and profile your target audience
• Essential in choosing the most effective ways to 

communicate with your audience.
• Help from LSE Alumni Relations for stats on 

nationality, degree, occupation, age of alumni
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Example Belgium:
– 835 alumni registered as currently residing in Belgium

– 243 Belgian 

– 94 UK 
– Majority of the rest spread between France, Germany, Italy, 
Greece, Denmark, Spain and the USA.
(2008 numbers)
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C. What's the message?
• Your messages are closely tied to your goals and

your audience
– Show importance, urgency, or magnitude of goals
– Tied to interests of the audience

• Relevant
– News and events

• Put a “face” on your alumni group

• Be memorable:
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A. Communication Channels
• Communication channels carry the messages to the 

target audiences.
• Channels take many forms and there is an infinite list 

of possibilities.
• Appropriateness to audience, goal, and message
• Where or from whom does your audience get its 

information?
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B. Technology
• Keep it simple
• Costs/Resources
• What are the current skills of the board members? 
• Do you have the resources for outside communications & 

technological expertise? 
• Which platform(s)? Pros & Cons

– Website - Houghton Street Online - Facebook - LinkedIn -
Mailing list
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Website

Own Website Houghton Street Online

Facebook LinkedIn



A. Contents
• Relevance to desired outcomes

Messages should be based on what the target audience 
perceives as most important to them, what they want to know, 
and not what is most important or most interesting to the 
originating agency

• Clarity: to avoid misunderstanding 

• Eliminate unnecessary information 
• Spelling & grammar

• Proof reading

Goal: Break through “information clutter”: too much info 
to process
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B. Layout
• Both the channel and the goal influence message design
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C. Timing
• Plan communication around specific activities and events 

• Consider an overall strategy

• Calendar with timeline for reminders etc.
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A. Feedback
• Take feedback into consideration

• Look at communications of similar organizations

• Be critical about yourself:
– determine strengths and weaknesses
– Evaluate and make corrections

– Identify obstacles

• Create and implement new approaches
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B. do's & don't
• No sensitive or private information

– always BCC email addresses (privacy issues, professional)

• Policy to deal with requests to take up content
– differentiate it from your message (eg. Members’ wall)

• Spamming...
– don’t send too much, too often
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