Central New Mexico Intergroup

Job Title: Website manager Job Category: Committee chair*
Abstinence requirement: 3 months current abstinence

Term of Office: 2 years

Prepared by: PatO. Updated: January 2024

Job Description

ROLE AND RESPONSIBILITIES

The website manager is the chair of the website committee. It is suggested that this position be held by a seasoned member
or that a newer member who holds this position have a seasoned member as an advisor to consult with before making changes
beyond the basic maintenance of the website. In practice, the web manager will probably be a committee of one. However, it is
advisable for the web manager to have a group of seasoned OA members to run ideas and questions by when they fall outside
the range of regular maintenance - sort of an unofficial committee. This is to protect against breaks in traditions. In the case of
innovation (i.e. adding a plugin to put in a new dimension on the website) it is strongly suggested that our tech advisor be
consulted. When developing a new subject on the menu bar it is suggested that the web manage run the idea by the above-
mentioned group of seasoned OA members (or committee members) for feedback before implementation. Also, it is assumed
that all such innovations and developments will be included in the monthly report to intergroup. There must be some basic trust
in the website manager in terms of wording, minute details, and content but the I1G should be kept apprised of what’s happening
on the website. Discretion needs to be used by the web manager as to what they post and change AND the intergroup must give
the web manager some freedom to create.

The website manager is charged with maintaining and developing the OA-CNMI.ORG website for the information and use of
the fellowship. It includes keeping all the information on the website current and accurate as well as developing the website in
such a way as to make it a good resource and a recovery tool for all our members.

Tasks of regular maintenance include:
e Uploading and linking new meeting lists as they come in and deleting the old ones
e Inputting new events as they come up and deleting old ones
e Uploading and replacing outdated files such as revised bylaws, etc. and deleting old ones
e Uploading and linking newsletters each month as they arrive
e  Posting news items that are received from the membership to the latest news section
e Regularly checking the email account for information from WordPress or the fellowship for the website
e  Periodically checking links so that the pages linked to are still accessible
e Updating and correcting wording for items that get changed by the WSBC such as updates to the 15 questions, the tools,
the preamble, and other items that are quoted on our website.
e Yearly activities include such things as updating the list of intergroup meetings and newly elected positions
e Being aware of and willing to develop new aspects of the website as demand or creative input suggests
e Be aware of the copyright limits when selecting material for the site (see WSO document concerning copyright)
e  Prepare and submit a budget request when prompted by the CNMI Treasurer

PREFERRED SKILLS
Reasonably competent computer skills needed
ADDITIONAL NOTES

We have a professional tech person to help with tech problems on the website. Current web manager will train new person in use
of the WordPress program and be available for future consultation.

*See CNMI bylaws, Article VII, for committee chair qualifications and duties and
CNMI Policy Manual, Article VIII, for more information about committees




Addendum to the CNMI website job description

January 2024

It’s really important that the website be kept up to date — don’t let stale/old news or outdated
flyers and announcements linger on the site. It’s also necessary for the proper functioning of
the program to keep it ‘clean’, that is: checking links periodically, deleting unused files in the
library, and just staying current with the general ‘upkeep’ as listed in the job description.

The Web Manager needs to learn the edit functions of the program but really shouldn’t ‘mess
with’ the program itself as in: adding plug-ins and widgets and other gadget type ‘aides’. There
are helpful widgets and plug-ins but before altering the programming of the site, it is best to
consult with our tech expert to be sure the additions won’t conflict with or disable existing
program files.

To be able to intelligently communicate with our tech expert, a page on the website is used to
record any changes to the program that might be attempted including regular updating of our
current plug-ins and widgets. The page for such notes is under ‘pages’ and called ‘notes on
changes made’ (note: do not ‘publish’ this page by adding it to the ‘menu’, merely update it as
you add to it). FYI: Changes in editing and updating materials on the site are not needed to be
recorded, only changes made to the WordPress program. Then, if/when a technical problem
arises, our tech expert can look at the list of changes made and trace potential problem areas.
Without this information it is almost a ‘guessing game’ as to where to begin to locate trouble
on the site.

Also, it’s advisable to do a complete page by page review of the site at least yearly to make
sure definitions are up to date, all links are working, all the information is current, etc. If things
on the site are updated regularly, this shouldn’t be a major time consumer. Certainly, this
should be done before doing a ‘tune up’ with our tech consultant. | would advise having our
tech take a general ‘look over’ the site every other year if it hadn’t otherwise needed tech
attention. This would be like a medical check-up: just good preventative maintenance. When
preparing the budget, besides including our annual fees (consult treasurer for details of them)
adding a fee for tech services is advisable anyway and scheduling a ‘tune up’ every other year
could be included in that calculation.

Addendum with suggestions and recommendations prepared by Pat O. former web manager
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