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Job Description:
Website Master

            To oversee the upkeep and maintenance of the Garden Club of London website

Term:  2 Years

Reports to: The Board on request

Areas of Responsibility:

· To train and assist web editors on the uploading and the editing of pages, posts, events
· To divide the website into sections and assign web editors areas to maintain

· To confirm all information that is uploaded to the website has been approved by the president/vice-president of the club

· To plan Tri-monthly meetings

· To promote the website to the members and encourage conveners to provide new material to promote their departments on the website

· To approve and assist members with login issues
· Update plugins confirming  the updates are compatible with our version of WordPress
· To develop and keep current the website SOPs

· To report web issues to Web Master Philippa who looks after the programming and WordPress updates and security issues
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