WEBSITE  COMMITTEE CHAIRMAN

JOB DESCRIPTION COMMITTEE CHAIRMAN

I         OBJECTIVE SUMMARY - Provide current, interesting and informative information about the organization and gardening in general to the membership. Be an educational resource to the community on gardening information and resources.
II.        DUTIES OF THE CHAIR.
1. Coordinate a team of members who solicit appropriate website content from members and other sources
2. Review and format content
3. Be a focus for receiving member documents and event schedules
4. Provide statistics on website access to the Extension Agent for reporting
5. Attend monthly Board Meeting
III
RESPONSIBILITES
1. Keep the website current by posting new events and schedules and removing old ones including newsletters, time sheets, etc
2. Maintain the website content using MS Frontpage
3. Format content submitted by members to fit the website environment
4. Maintain calendar of member events and volunteer activities
5. Maintain member database and print newsletter mailing label and email newsletter to members
6. Budget for and renew hosting and domain registrations
IV
TARGET DATE
1. Change website contents at least monthly
2. Post announcements within the same day received
V
QUALIFICATIONS
1. Knowledge of MS Front page
2. Knowledge PhotoShop or another photograph manager
3. Basic understanding of standard data processing principles including backups, file folder structure and the FTP process.
VI
TIME REQUIRED
 15 to 20 hours a month
VII. REPORT TO President  
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