Role Descriptions for Webmaster and Marketing Co-ordinator

Web-master

Most NAGC branches now have their own website.

To keep the Herts Explorers website in operation it needs someone familiar with Dreamweaver 3.0.

Check website regularly to ensure all links are live and current, perform maintenance as necessary 

Liaise with committee members to upload information as provided

Keep committee informed of upgrades 

Organise and archive past documents including newsletters and AGM information as necessary

Ensure the website is kept up to date with current programme information, branch details, prices, booking information etc

Marketing Co-ordinator

· Design and print flyers, posters etc.

· Issue Press Releases

· Maintain a target list of child-centric organisations and locations 

· Create, within a budget, a plan to maximise coverage of the target list.

· Distribute marketing materials to the target list per the plan.

· Form links with people and organisations who can assist with distribution to and/or contacts with the target list.  

