Webmaster

OBJECTIVE:
To oversee a timely and updated Chapter website (www.lansing-aga.org).

DUTIES:

The primary purpose of the Webmaster is to maintain an up-to-date, informative, and useful website for the Chapter members and other clients.  The Web master is the first line for contact and content on the Greater Lansing AGA’s website. These days a web presence is not only necessary for exposure to potential members, it is also expected by current members who are interested in timely information about Chapter events.  In light of this, the Webmaster must keep the site up-to-date with current information.

The member filling this position need not have previous skills as a Webmaster or web page developer.  The only requirements are that the person has sufficient knowledge of AGA to know what should be placed on the website and have an above average skill level with technology.  The member must be willing to committee to organizing board members and being available to offer assistance when needed with the website.
The various Board Directors should be granted full access to the website to make changes and updates pertinent to their responsibilities.  However, that should not preclude the Webmaster from soliciting input and insight for changes and additions to the site.  A couple caveats for websites: stay current, and make subtle but noticeable changes.  If a website has old information or a stale look, “visitors” will lose interest after a couple visits.  A good rule of thumb for a site like the chapter’s–i.e. more informational and not a commercial site selling merchandise–is to update the site about every three to four weeks.

The AGA National office has published non-mandatory guidelines which chapters may use for the establishment and maintenance of their website.  In general, however, the overall appearance of the site should remain professional and neat.  In addition, the site should be limited to AGA business.  Any deviations from either the National office guidance or the minimum contents listed below should be submitted to the full Board for approval.  Also, keep in mind that the National office has authorized chapters to download any information we’d like from the National website for inclusion on the chapter website.

The website should contain, at a minimum:

· Chapter Events

This includes monthly membership meetings as well as educational conferences.  Also, included here is the list of anticipated Community Service events in which the Chapter will participate.  The list should include the time, location, topic and speaker(s), if applicable.  For any items on the list denoted as “To Be Determined,” the appropriate Director (Programs, Community Service, Education) should provide updated information to the Webmaster for addition to the website as soon as it is available.

· Current Board

The list should note the Board member’s name, position held, and a means to contact them – either email address or work phone number.  If the composition of the Board changes during the course of the year, this information should be updated on the website as soon as possible.

· Pertinent Board Business

Electronic versions of the monthly Chapter newsletter Disclosures, Board approved monthly Treasurer’s Reports, and Board minutes should be posted.  The responsible Board directors should forward electronic files of these items to the Webmaster as soon as they are available and approved by the Board, if applicable.

· Appropriate Web links

At a minimum there should be a link to the AGA National website – www.agacgfm.org.  Other links may be added as appropriate. Examples include links to other AGA chapters in the Ohio/Michigan region; entities, government and non-government, at which members are employed; local points of interest; etc. National Website Communicators offers information to assist the association’s communicators with information.
The Webmaster’s main purpose is to:

·  Keep close contact with other officers and members to keep the site up-to-date
Attending Board Meetings, luncheons, and AGA sponsored training opportunities allow the webmaster access to information that will assist them in keeping the site updated and current.
·  Make sure all of the links on the website work 
Site should be looked and any links in the site should be verified that the links are still working. Non-working links will make the site appear to be old and stagnate.
·  Help out other board members when they need it 
Webmaster is the backup for website updates for all board members. It is the Webmaster’s responsibility to train any new members or senior member on accessing the features so they will be able to perform their functions necessary to perform for their position. On line training is available at http://www.lansing-aga.affiniscape.com/adminsupporttraining.cfm .
·  Work with hosting site for any repair issues, upgrades to website 

The current hosting system is Affiniscape (2009) and technical support can be accessed in the administration area of our website under ‘Support Center, Legacy Support Center (http://www.lansing-aga.affiniscape.com/adminsupporthome.cfm) or directly to website at http://s3.parature.com/ics/support/security.asp?deptID=5581.

