STC Berkeley Chapter

Webmaster 
Responsibilities
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Daily Tasks

	Check Email for Updates
	1. Receive new web page requests.

2. Receive STC news.

3. Receive news from Related Organizations

4. Receive chapter news

5. Receive link for latest Ragged Left

6. Receive links to important news articles

7. Receive requests from Chapter Leadership

8. Respond to issues regarding email list organization

9. Respond to issues regarding email addresses

10. Respond to issues of password access to web site

	Check Bay Area Chapter Web Sites for Updates
	1. Find new web page functionalities.

2. Find STC news.

3. Find news from Related Organizations

4. Find chapter news related to Berkeley Chapter

5. Find links to important news articles

	Check STC’s Websites
	1. Verify/Add news.

2. Capture important articles.

3. Find links to important sections of the content.

	Update Web Site
	1. Add all items to keep web site up to date.

2. Remove out-of-date items.


Monthly Tasks

	2nd Monday 
	Leadership Meeting
	1. Webmaster Meeting Report for previous month:

· Provide latest web site count.

· Describe content changes that have been implemented.

2. Ask the leadership if they want new content changes.

3. Ensure important decisions made in this meeting are announced on web site.

4. Suggest ways to save money for web site.

5. Request updates of web site text (history, etc.)

	2nd Wednesday
	Monthly Meeting
	1. Ask the attendees the following questions:

· Do you like what you are getting from our web site?

· Do you want more from your web site?

2. Update the website Monthly Meeting page:

· Archive the just-passed meeting.

· Adjust the next meeting’s page to allow for reservations.

	3rd Wednesday
	Back Up Web Site
	1. Initiate process to back up the web site files.

	Beginning of Month
	Membership VP
	1. Receive monthly Chapter membership information from VP Membership.

2. Update Membership web page with information.


Ongoing Tasks

	*Improve Infrastructure
	1. Establish current standard for page functionality, page construction, and page design.

2. Ensure all new pages are constructed the same.

3. Bring older pages up to the new standard.

	Work on Next Re-Design of Web Site
	1. Better graphics (updated STC logo, better page layout)

2. Better organization (improved access)

3. New utilities (search, header links, etc.)

	Bring on Board New Technologies
	1. Dreamweaver MX

2. Flash MX


