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NORTH WEST & NORTH WALES SOCIETY
ROLE STATEMENT – WEBSITE CO-ORDINATOR AND ADMINISTRATORS
Primary role:

The Website Co-ordinator is responsible for the maintenance and upkeep of the Society 

Website in the prescribed format and to ensure the website is publicised and marketed 

at every available opportunity.  The Website Co-ordinator does this by supporting and 

advising the sub-groups Website Administrators in their roles when updating the 

Website

	Main duties & responsibilities



	(a) Society Website Co-ordinator



	1
	To serve as ex-officio members of all committees set up by the Regional Council


	2
	To ensure the upkeep of the Society website with current news, reports, events, contacts and relevant documentation and downloads in the prescribed format



	3
	To liaise with the Institute’s Website Manager on all issues relating to the website and to disseminate this to the sub-groups website administrators



	4
	To ensure the website address is promoted at every available occasion: on all forms of communication sent out from the Society, in the Society Newsletter, at organised events, on official stationery and stands and on official Society merchandise



	5
	To extend the activities and use of electronic communications to members and Students and to develop and implement new ideas e.g. use of Facebook, Twitter, Podcasting and Webcasting etc



	6
	To convene meetings of the website administrators at least twice yearly to agree activities for inclusion in the Development Plan, prioritise website funding, agree merchandising and to update administrators of any new developments to be implemented



	7
	To prepare and recommend submission of the Website of Year Award and the Most Improved Website Award when appropriate



	8
	To attend the Institute website meetings, training and workshops where appropriate, including attendance at the Conference for the Regions
 

	9
	To report on website developments, regional website usage statistics and progress against the Development Plan to Society Council



	Main duties & responsibilities



	(b) Society Website Administrator



	1
	To ensure the upkeep of the specific sub-group website pages with current news, reports, events, contacts and relevant documentation and downloads in the prescribed format


	3
	To liaise with the Society Website Co-ordinator on all issues relating to the website and to seek advice and guidance on the format and style of updating the sub-group pages


	4
	To ensure the website address is promoted at every available occasion: on all forms of communication sent out from the sub-groups, at organised events, on official stationery and stands and on official Society merchandise.  


	5
	To ensure all group events are uploaded and promoted on group websites and available for on-line booking



	6
	To extend the activities and use of electronic communications to members and Students and to develop and implement new ideas e.g. use of Facebook, Twitter, Podcasting and Webcasting etc


	7
	To report to Sub-group Executive Committee’s on progress on the website and new developments affecting their pages.  To encourage sub-group members to provide updated information and submit articles and features for updating onto the group pages


	8
	To support the Website Co-ordinator in preparing information to be included in the  submission of the Website of Year Award and the Most Improved Website Award when appropriate



	9
	To attend the Society website meetings, training and workshops where appropriate, including attendance at the Conference for the Regions when relevant
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