WELLAND VALLEY ART SOCIETY

WEBSITE CO-ORDINATOR ROLE DESCRIPTION
Purpose

To maintain, adapt & update the WVAS website as a primary source of information to
members, potential members & the general public.

Duties
Function

e To maintain the website functionality & ensure it is updated regularly.

e To ensure critical information is available to members, is user friendly & updated as
required.

e To promote the Society & its activities.

e To report to the WVAS Executive Committee on current status & issues.

e To liaise with other Committee Members to facilitate the smooth running of the
Society activities

Specific Duties

e Liaise with the Web Host/Designer in the use of technology developments which
meet the Society’s needs & is compliant with current legal requirements.

e Ensure hosting payments are made on date.

e Update all information posted on the site including application forms, important
dates & the Newsletter.

e Write posts on news, exhibitions, workshops & Society activities.

e Provide artist profiles for individual exhibiting members, at their request.

e Attend WVAS Committee meetings as required.

e Liaise with other committee members to promote exhibitions, workshops & regular
classes, in conjunction with social media.

e Post the latest stewarding roster on the website in the run-up to exhibition start
dates, in response to member preferences by email.

e Maintain a back-up file of critical information posted.



