2016 NADE Webmaster Charges 

· Shall respond to all requests made or reiterated by authorized NADE board members, and make alterations to www.nade.com based on these requests.

· Shall periodically verify the authenticity and accuracy of all website-linked materials.

· Shall manage and control content on the NADE FTP server.

· Shall ensure that all user accounts are functioning properly.

· Shall maintain website permissions.

· Shall diagnose and problem solve on issues to ensure that all subscribers have a solid user experience.

· Shall research and implement new systems on the website as needed.

· Shall develop and maintain a healthy knowledge of the graphical construction of the website.

· Shall responsively demonstrate to end users the features and content on the website.

· Shall make tweaks to background code and plugins for the website.  This requires a basic knowledge of HTML, SQL, PHP, and CSS, in that order of importance; other functions also use web services in the REST architecture.  

· Shall insure that all plugins are up to date.

· Shall utilize and understand tools provided by WordPress for page and background editing.

· Shall ensure that website information is secure and frequently backed up.

· Shall create and edit image content for displays, thumbnails, etc.  This includes research to determine that all provided content is licensed or public domain. 

· Shall develop a secure website feature for storing NADE historical information.  

· Shall mentor the Webmaster Back-ups to ensure continuity of service to the membership.  

· Shall prepare a report to the Annual Mid-Year Board Meeting and to the Annual General Membership Meeting, summarizing in 1 page the highlights of your activities.  
· Shall send copies of all correspondence to the NADE President and President-Elect.

· When the term of office ends, shall image all appropriate records and submit those records that have not previously been submitted to the NADE Secretary.  
