Webmaster

Short Description:
Responsible for regularly updating and maintaining the Rice PTA website. Year-round job can be done from anywhere and only requires up to an hour per week as you add updates and delete outdated content through a user-friendly content management system. Requires a few hours before start of school year to update officer directory, change email forwarders and prepare for the new school year.
Detailed Description:
· Update the website on a regular basis with information from enews and Rice PTA board.
· Ensure website software and plugins are up to date. Change software (content management system - CMS), if needed. (CMSes get old and complicated that they don't work anymore or they're not worth maintaining. Current CMS should last for years, but be ready for this sort of thing.) It's helpful to use a CMS for easier handover as opposed to creating a website from scratch and updating/uploading files. A CMS does not require having Dreamweaver or any software.
· Renew ricepta.org, ricepta.net and ricepta.com domains. Always do this at least a few months before they expire.
· Renew web host subscription. Always do this at least a few months before they expire.
· Post electronic copies of the newsletters, documents, forms and flyers.
· Update the online calendar.
· Work with Communications VP chairs to get related news and files to post on the website.
· Maintain instructions for managing the website for easier transition to the next webmaster.
· Verify all external links still work.
· Apply for web site award (optional) and ensure all required elements are on the website.
