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Blue Star Mothers of America Inc.

National Webmaster
Appointed Position

Position summary  
The National Webmaster Database Administrator will be responsible for implementing the ongoing development of the National BSMA Inc. website pages and content. The webmaster is also responsible for performing day-to-day site maintenance working with the National President and the National Executive Board on setting corporate standards for design, performing navigation and browser compatibility, performing quality-control for any third party content, and maintaining and developing interactive chapter and department website functions and forms. Additional responsibilities will include documenting web best practices and occasionally write maintainable HTML/ASP code working with our Site service provider with lots of comment tags, update all content, assist in the redevelopment, and maintenance of the Intranet and advise the National Executive Board and work with our website provider on how to best optimize their content for our online deployment and development. The National Webmaster must have a solid understanding of the BSMA mission, working knowledge of all BSMA governing documents, proper understanding of the sequence of the governing documents and any relative federal requirements. Performa all other duties as needed, assigned or required.
Major responsibilities: 
1. Create, edit and maintain web pages as required

2. Manage email server and accounts

3. Change aliases and passwords as required

4. Provide instruction for inbox use and setup

5. Upload documents and images and create live links

6. Monitor and adjust page permissions according to groups

7. Establish navigation link locations

8. Create, change, delete and monitor all groups and group permissions.

9. Create, change, delete and monitor profile attributes

10. Import and export membership data

11. Manage ledger and reports availability and permissions

12. Create, monitor and edit search templates

13. Create, Monitor and edit print templates

14. Add events to event calendar

15. Maintain regular updates on info page

16. Converse with our website service provider regarding technical     issues 
17. Review and edit page comments and notices

18. Reply to requests for login assistance and passwords

19. Collaborate with the National Membership Chairwoman to   provide ongoing instruction on use of database

20. Validate new users and send contact information email

21. Monitor contact center and manage and edit message templates

22. Create and manage online forms as required

23. Manage communication settings and contact center functions
24. Monitor adherence to the Website Terms of Use and Privacy Policy
25. Manage e-lists and Bulletin boards

26. Reply to an abundance of email questions from members and general public.

Key capabilities: 
· Member in good standing
· Understanding of laws relative to web and database content
· Above Average Computer Proficiency

· Proficient Knowledge of Microsoft Excel

· Proficient Knowledge of Microsoft Word

· Ability to write simple web code such as HTML/ASP
· Working knowledge of database technology

· Excellent Communication skills, verbal, phone, email

· Ability to work in a team environment

· Good working knowledge for the use of parliamentary procedure in all meetings

· Professionalism at meetings and when interacting with all members

Interdependencies with other functions: 
· National President and every officer on the National Executive Board

· Constant contact with the First VP for all membership access issues 

· All Chairwomen to upload updated program information and updated contact relative to their program or function

· Constant interaction with Newsletter Chair relative to newsletter content
· Constant interaction with our Database and Web Service provider
Reporting relationships:
· National President

· National Executive Board

· Annual Convention
Time required per week:  
20-25 hours per week
Length of Commitment: 
One term year
Key performance indicators:

· Timely notifications to members for website access privileges

· Resourceful interactions with our website provider

· Timely responses to members who need assistance with the website and database

· Timely turnaround for uploading updated website information

· Accurate content, spelling and grammar for all created web pages

· Timely responses and interactive communication through NEB email discussion
