
OMEGA PHI ALPHA

POSITION DESCRIPTION
Title: Website Coordinator
General Purpose of Position:

The national Website Coordinator is responsible for creating, editing and maintaining content and functionality of the national website as directed by the VP Communications.

Classification:  Appointment

Level: National

Relationships to Other Jobs:

Appointed by: 
VP Communications
Accountable to:
VP Communications 

Support from:
VP Communications

Works with:
NEB, Social Media, Public Relations, Marketing coordinators, Chevron team, Insignia Coordinator and chapter officers

Term of Service:
1 year(s) from July to July. May be reappointed subject to yearly evaluation and other considerations.  

Time Commitment: 
min 3 hours per week
Required Qualifications:  

· Any active or alumna member of Omega Phi Alpha may serve in a national appointed position.

Preferred Knowledge/Abilities/Experience:  

· Knowledge and experience in responsive web design and maintenance.
· Experience with WordPress, Adobe Dreamweaver/Contribute or other content management systems.

· Excellent written communication skills.
· Basic knowledge of web coding, CSS and Adobe Photoshop helpful.

· Awareness of marketing strategy and brand compliance.
Duties and Responsibilities:

General Duties

· Submit regular progress reports and metrics to VP Communications.
· Collaborate with Social Media, Public Relations, Marketing and Chevron team on consistent messaging and visuals per branding guidelines and editorial style.
Website Maintenance

· Write, edit, format and post accurate and informational content to the national website.
· Keep event listings on home page up to date.
· Maintain accuracy of text and links on all pages of the national website.
· Update photos and other graphics to keep fresh and diverse appearance.
· Assign blog writers and update monthly.
· Monitor SEO and monthly Google analytics and other metrics.
· Assist Insignia Coordinator with Rose Shop store maintenance. 
· Manage image gallery within CMS. Obtain permissions per social media and privacy policies when needed.
· Research new web technologies to streamline effectiveness and productivity.
· Work with outside developers on integration of third-party applications when needed.
· Assist with Dropbox files and keeping virtual filing cabinet up to date.
Chapter Assistance

· Assist chapters in creation of chapter websites per national website procedure.
· Educate chapters about visual and written branding guidelines and monitor consistent compliance and editorial style.
Convention/ Mid-year Attendance required?  No/No
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