Miller-Driscoll PTA Job Description

Website Webmaster Job Description
Overview:  The PTA webmaster maintains the PTA’s website. The Webmaster Chair is also a member of the PTA Board of Directors.
The PTA website is managed through www.wix.com and all content and updates are managed through the Miller Driscoll PTA Webmaster. No software or experience in web design is needed! 

Our PTA general email is md.pta.wilton@gmail.com (you will be provided the password for this email account). This account is linked to the website and also is linked to any “contact us” questions from the website (with a CC to PTA President and to PTA Webmaster).

Our url is http://www.millerdriscollpta.org
Prior to School Starting update all relevant information for the upcoming school year

1. Under About Us

a. Update the board contact information

b. Update Meeting Info with new PTA dates

c. When the PTA President sets the calendar for the year, enter all information under Calendar of PTA Events – should be done through our Gmail Calendar (see address above) so that it links directly to site

d. If Bylaws have changed – replace with new

e. Replace Expense Reimbursement forms with new forms

2. Under Fundraising

a. Update Spring Carnival Dates

b. Under Gifts and Grants:  Post updated versions of the PTA Grant Proposal Application, Start-Up Grant Letter and Start-Up Grant Application.

3. Under Schoolhouse Scoop

a. Update content and publication dates

b. Under Archive – move previous school year under Archive

4. Under Parent Resources

a. Update with new content as needed

b. Post the School Supply List 
5. Under Volunteer Resources

a. Add PTA Volunteer Form 

6. Remove or add any additional information as requested by the PTA Board Chairs
7. Ensure links are all linking to correct tabs/emails/etc…

Ongoing through the School year:

· Post the Schoolhouse Scoop throughout the year.  
· Post/update any links to information for any committees needing items on the website such as Membership, Giving Tree, Spirit Wear, etc.  
Monthly:

· Attend all PTA meetings and give updates as appropriate.

Website Guidelines:
· Never post photos of students on the website.
· Do not post a map of the school on the website.
· Never post names of any students on the website.
· Post ONLY PTA and school related information on the website.
Ongoing: As needed to provide event updates, attend PTA meetings and/or submit written report to be read into PTA minutes. Attendance at PTA meetings outside of providing event updates is always encouraged, however not required.

*All Committee Chairs must be members of the PTA per our By-Laws.
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