Website and Communications Secretary Role Description. 
Overview 

To be responsible for the management and maintenance of the Coquetdale u3a Website, ensuring that it is both accurate and contemporary by liaising with the Groups Co-Ordinator, Group Leaders, and other Officers of the Branch to obtain and utilise the most current information. 

Responsibilities & Duties: 

· Be familiar with the means by which The Third Age Trust’s Site Builder Website Software can be utilised to create and edit a Website for the use of Coquetdale u3a. 

· Ensure that the Website is easy to navigate by members to find information easily and act on feedback for improvement. 

· Act on Committee feedback for website updates. 

· Ensure that the information contained within individual Web Pages is correct and contemporary. 

· Maintain the list of presentation topics and speakers at future Monthly Meetings on the Events page. 

· Liaise with the Groups Coordinator to ensure that individual Groups pages are maintained and kept current. 

· Ensure authorised users are given access to the website by setting up and maintaining User Ids for the website. 

· Ensure all broken and out of date links are either updated or removed. 

· Ensure that all out of data files are either updated or removed. 

· Ensure current website abides with the Terms & Conditions of Use for The Site Builder Software. 

· Advise the committee on web hosting issues, paths to correct them and to recover lost data. 

· Advise the committee on a migration path from the u3a SiteBuilder software as it is sunsetted and to implement the agreed solution. 

· Ensure data is securely held and in accordance with the Data Protection Policies in operation. 

· Ensure the Website complies with the Acceptable Usage Policy of the host Internet Service Provider (ISP). 

· Ensure that the Website abides with the principles of the u3a. 

· Maintain Coquetdale Email and Social Media accounts as requested by the committee. 

