Job Description – Webmaster
Main purpose of job:


To keep the http://www.u3awelhat-org-uk website up-to-date.

This means, for example:-


Adding (and removing) items to/from the “Stop Press” section as requested (usually by members of the committee, but also (sometimes) by group leaders).

Updating the web-pages for the study groups as requested by the study group leaders, or by information obtained from Committee meetings.


Ensuring that there is some degree of “House Style” on the website.


Arranging that our Internet Service Provider is paid as required.


Updating the “Committee” page after each AGM, and updating the domain’s E-mail addresses as required.


Updating the “Meetings” page when new programmes are agreed.


Ensuring that, should he (or she) be unavailable, there are other people who can access the control panel for the website, and update the website.  (I used to use Ted Webb for this, but he didn’t reply to my latest email so I’m not sure if he’s still willing to do this.)
I currently also manage the Mailchimp system.  This involves adding (and removing) members to & from the mailing list, using the information sent to me by the membership secretary .

I also send updated information to the U3A printer, for the “Third Age Matters” magazine, which I do by taking the existing membership Excel database and modifying it to meet the requirements of the printer.

Skills needed:-

Ability to use Computer, specifically

Moderate knowledge of HTML

Ability to use FTP

Ability to use an editor

Ability to use Excel

Familiarity with management of websites
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