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PV/SB Audubon Webmaster Job Description

Summary

The following provides guidelines and information for the duties and responsibilities of webmaster of the PV/SB Audubon website. Proficiency in Yahoo SiteBuilder is desired.

Website Maintenence and Updating

· The PV/SB Audubon website files are hosted on Yahoo Small Business servers.

· The cost for this service is approximately $120 per year, and is billed to the Chapter one a year 30 days prior to the payment due date. 

· Yahoo SiteBuilder is used to update and maintain the web files. The webmaster should  be proficient in the use of this application. It is available through Yahoo Small Business online and may be downloaded and installed on the webmaster's personal computer. 

· The webmaster is responsible for updating the website on an as-needed basis as well as every other month, in concert of the release of the Hummin' newsletter.

· It is critical that website updates be made in a timely manner; i.e., as soon as possible after the update has been received, and that the "Last Updated on ..." statement at the bottom of the home page is adjusted to reflect the date of the most recent update.

· Using the events and field trips calendar in Hummin' the webmaster shall update the pages on the website:  the home (or index) page, the meetings page, the events page, and the field trips page.

· Upload photos received to the appropriate album in the Photo Galley page of the web site.

· An excellent "How-To" index is available in the SiteBuilder application.

· The reference book Yahoo SiteBulder for Dummies is a good resource for those not familiar with the application.

· If technical problems should occur, Yahoo Small Business Tech Support is available 24/7 to help:  800-310-318-0783.

Technical Note:  All communication is in electronic format for ease of distribution via email.

