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ITE WESTERN DISTRICT WEBMASTER

Roles and Responsibilities

The role of the Western District Webmaster is to insure proper visibility of the Western District by making the Western District website a hub and reference point for many of the Western District Sections and Chapters on the Internet.  The key to maintaining a successful website is responsiveness to District leadership to convey information to our members in a timely manner.  The District web site is www.westernite.org.
The major duties of the Webmaster are outlined below:
Communications Oversight Committee Coordination
Coordinate with the Western District Communications Oversight Committee and the District Board to project the desired image of the Western District on the web.  The Western District Communications Oversight Committee consists of the Webmaster, the WesternITE Managing Editor, Public Relations Committee Chair, International Director (typically the mid-term Director), and a District Officer (typically the President).  The District Officer will chair the Website Committee.
Website Responsibilities
The Webmaster is responsible for the maintenance of the District website including:

· Select the proper webspace to provide efficient navigation for users, and maintain the site.

· Prepare enhanced web pages for the site to enhance its value and usefulness to the Western District Members and its Board of Directors, including conversion of incidental documents to HTML or Adobe Acrobat PDF format for web posting.  Knowledge of the WordPress format is required for maintaining the website.
· Maintain the westernite.org/owncloud file-sharing site/service.

· Coordinate with the WesternITE Managing Editor to ensure content on the website is consistent with the monthly Enews.  This include posting articles, announcements, and the WesternITE Newsletter on the website.   The Managing Editor will be responsible for providing WesternITE in Adobe Acrobat PDF (or other agreed upon) format and it is the responsibility of the Webmaster to post the newsletter on the web site.

· Coordinate with Section's webmasters to insure proper linkage and management of information on the site.

· Provide support to the WesternITE Advertising Manager who is tasked with keeping the Professional Services Directory and Jobs Available listings up to date.
· Provide support to the Richard T. Romer Student Endowment Fund Chair who is tasked with posting bi-monthly EF Spotlight articles.
· Provide support to the Legislative Committee Chair who is tasked with updating and maintaining the Legislative page on the District website.

· Post articles and announcements as directed by the District President.
Financial Responsibilities
The Western District Secretary-Treasurer is responsible for maintaining the accounting records associated with WesternITE. The District’s accounting system is set up with codes. The following codes should be used for expenses associated with the website:

Expenses:

Web internet access - 808
Expenses for web internet access include domain name registration and web space lease. The Webmaster must coordinate with the Secretary-Treasurer to process payment for web internet access.
Participation at District Board Meetings

The Webmaster is required to attend the Mid-Year Board Meeting and the Annual Board Meeting. The Webmaster is responsible for presenting a report to the Board on web traffic and other site statistics to the keep them informed about the site users. The report is provided to the President in advance of the meeting for inclusion in the handout materials.
Awards

Each year the Western District presents awards to the Section/Chapter and Student Chapter with the best websites.  The Webmaster is responsible for selecting the winners for these awards and forwarding the selected winners to the District’s Vice President.  The requirements for the selection of the Website Award and Student Website Award should be reviewed.
Coordination with the WesternITE Managing Editor and Advertising Manager

The Webmaster is responsible for coordinating with the WesternITE Managing Editor and Advertising Manager. The roles and responsibilities of the WesternITE Managing Editor and Advertising Manager should be reviewed to ensure clarity regarding which duties are delegated to each position.
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