	               JOB DESCRIPTION/COMMITTEE          INDEX #    

	JOB TITLE:  Website Coordinator

	COMMITTEE RESPONSIBILITY: Website Committee

	ISSUE DATE:  9/08                  REVISION DATE:   /          /

	JOB REPORTS TO: BOARD OF DIRECTORS


ACCOUNTABILITY STANDARDS:

The Website Coordinator will edit and submit material to the Website Host, who will be contracted to develop and maintain RMPANA’s Web page, based on specifications by the Website Coordinator.  The Website coordinator will periodically monitor and update RMPANA’s Web page.  The Website Coordinator will be appointed by the President and will be a voting member of the Board of Directors.

PREREQUISITES:


1.    Agrees to a one year commitment to the committee.


2.
The Website Coordinator will be aware of professional and educational needs of the perianesthesia nurse and related health care providers.


3.
Possesses experience with Website format.

4.
Displays strong writing skills, including knowledge of grammar, spelling, sentence structure and punctuation.


5.
Will be knowledgeable of what constitutes plagiarism and about copyright laws. 


6.
Mentors successor on Web oversight.
SPECIFIC JOB DUTIES/RESPONSIBILITIES:


1.
Sets goals for the year and assign specific responsibilities to committee members.

2.
Prepares annual budget projections and presents at Fall Board 


meeting.
      3.   Works closely with RMPANA’s contracted Website Host, communicating all changes/updates to the Web page and assuring completion.
      4.  Responsible for the content and overseeing the format of all submitted articles.
   
5.
Assures the content is in accord with RMPANA goals, policies, and philosophies.  Consults with appropriate leadership as necessary.

      
6.
Meets deadlines to ensure Website is up to date.


7.
Secures and maintain necessary copyright permissions.



8.
Actively seeks input for the Web page from the Districts and from 


the membership at large.


9.
Promotes ASPAN’s activities to the RMPANA membership.


10.
Maintains a file of all correspondence regarding the web.


11.
Coordinates vendor sponsorship and advertising.


12.
Submits bills for expenses to RMPANA treasurer on the Expense 



Reimbursement form along with receipts. 
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