FOREST CREEK WOMAN’S CLUB

BOARD MEMBER JOB DESCRIPTION

FOURTH VICE PRESIDENT TECHNOLOGY:

1. She shall attend all board meetings and general meetings.

2. She shall make every effort to fulfill the technology budget proposed in the FCWC budget for the Fourth Vice President of Technology.  She shall also be responsible for overseeing that her committee members operate within the established budget.

3. She shall be responsible for leading and coordinating her team, which include the Database/Technical and the Webmaster.

4. She shall be responsible for coordinating the activities and give reports for her team members at board and general meetings in their absence.

5. She shall oversee the technical direction for the FCWC website, its content, and the technical projects planned for the year.

6. She shall be responsible for coordinating with the Webmaster prior to the start of the year and throughout the year on all changes, updates and deletions from the website.

7. She shall be responsible for making sure the content of the website is up-to-date.

8. She shall be responsible for accuracy of the website content, and testing the website to ensure all of the links are working properly and there are no typos.

9. She shall be responsible for contacting the Webmaster to report any errors in testing or errors with links and then following up and testing to ensure any problems have been fixed.

10. She shall coordinate with all board positions that have information posted on the website to ensure that information is placed on the website, and that it is current and accurate.

11. She shall print the nametags using the data from the database for membership.

12. She shall build the excel spreadsheet for the printed directory using the data from the database.

13. She shall build the spreadsheet for the electronic printable directory for the webpage.

14.  She shall be required to have Board approval for directory expenditures and is responsible for seeing that all directory expenses are paid to the appropriate parties within a reasonable time period.
15.  She shall provide the Block Captain Coordinator and/or First Vice-President (Membership) with any additional directories.

16. She shall coordinate with the Photographer to obtain pictures and ensure they are placed on the website under the Gallery link.

17. She shall ensure that the technical projects are clearly defined for the year, and any money needed is communicated to the Treasurer to put in the budget.

18. She shall provide a handoff of the status and review of all technical projects to the next Fourth Vice President at the end of the year to ensure a smooth transition.

19. She shall operate within the board-approved budget.  She shall obtain board approval for any additional monies needed.

20. She shall have an email address and be able to correspond via email.

21. She shall have basic computer skills, and be able to navigate the FCWC website and obtain information and print from the FCWC website as well.
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