ITE WESTERN DISTRICT WEBMASTER

Roles and Responsibilities

_______________________________________________________________________

The role of the Western District Webmaster is to insure proper visibility of the Western District and make the Western District web site a hub and reference point for many of the Western District Sections and Chapters on the Internet.   The District web site is www.westernite.org

The duties of the position include:

· Select the proper Internet Service Provider to provide efficient navigation for users, and maintain the site.

· Coordinate with the Western District Website Committee and the District Board to project the desired image of the Western District on the web.  The Western District Website committee consists of the Webmaster, the WesternITE Managing Editor, and International Director (normally the mid-term Director), a District Officer (normally the Vice President) and two “at large” members.  The District Officer will chair the Website Committee and be responsible for appointing the two “at large” members.  The two “at large” members will be appointed for two-year terms.

· Coordinate with the WesternITE Managing Editor to post the WesternITE Newsletter on the Internet.   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.

· 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.  

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

· Coordinate with WesternITE Technical Editor to post advertisers links and ads on the WesternITE website, if needed.

· Prepare web traffic reports (at the mid-year meeting and the Annual Meeting) to the Board to keep them informed about the site users.

· Selection of the Annual Best Section Web Site Award.

Stipend

In lieu of expenses, the webmaster shall be entitled to a stipend.  The cost of maintenance of the website is intended to be included in the stipend.  These costs are to be paid by the Webmaster to the various service providers.  The expenses include:

· Domain name registration

· Web space lease

· Account management time

· Copies and reproduction services

The stipend is established when the Western District budget is approved by the membership.   It is currently broken down and split between, 1) direct reimbursable costs to maintain the website, and 2) the budgeted amount that is paid to the Webmaster for managing the website.  

The cost for Web space lease is billed directly to the Secretary/Treasurer.  The webmaster must coordinate with the Secretary Treasurer to assure that the invoices are being sent to the proper location and being received.

The webmaster management portion of the stipend may be obtained by presenting an invoice or request to the Secretary/Treasurer for the previous year prior to the Annual Meeting.  Alternatively, it may be obtained on a pro-rata basis quarterly throughout the year.

The stipend shall be reviewed periodically by the Board at the request of the Website Manager to insure that it is adequate to meet the expenses noted above.

CALENDAR OF DUTIES

The calendar of annual duties include:

Fall:  Attend a quarterly meeting with Website Committee and/or communicate with Website Committee via email.

Dec-Jan:  Prepare-semi annual report for presentation to the Western District Board at Mid-Year meeting.

Winter:  Attendance at the Mid-Year Board meeting.  Attendance at all District Board Meetings is desirable but not mandatory. Currently, a travel budget is available for attendance at the mid-year meeting (see travel policy).  Attend a quarterly meeting with Website Committee and/or communicate with Website Committee via email.

Spring:  Attend a quarterly meeting with Website Committee and/or communicate with Website Committee via email.

June:  Prepare semi-annual report for presentation to the Western District Board at Annual Meeting.  Selection of the “best website” award.  The Webmaster will present the traveling award at the Annual Meeting, if present.

Summer:  Attend a quarterly meeting with Website Committee and/or communicate with Website Committee via email.
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