Sacramento Home Winemakers, Inc.
Job Description 
	Job Title
	WEBSITE  ADMINISTRATOR

	This position is:     FORMCHECKBOX 
  Elected    OR       FORMCHECKBOX 
   Appointed by___ President___

	Term of Office 
	Indefinite

	General Description

	Maintain sachomewine.org website administration, web design (WordPress software), web user forum, and coordinate annual domain hosting and domain registration (5yr period) renewals.  
Bring recommendations for improvements or cost savings to Executive Board for discussion.  Advise Executive Board of issues or relevant needs that arise.

	DEtails of Job 

	· Post monthly newsletter
· Monitor  active blog, approve comments, post ads,etc.

· Update monthly activities schedule/meeting descriptions
· Update annual membership forms

· Collect and upload photos of events to photo gallery

· Update Board Member information

· Monitor user forum as needed

· Respond to inquiries via email as needed

· Maintain current links and add any new links to pertinent information.  











