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Role Description: Webmaster & Publicity Officer
Role Summary
The Webmaster & Publicity Officer plays a key role in managing Barnsley u3a’s online presence and publicity efforts, including handling design and development, routine site and content maintenance, and various updates to ensure the website is exciting, accurate, current and reflects the spirit, values and variety of Bu3a. This combined role ensures that the website, social media, and local press communications effectively promote the organisation’s activities, engage members, and attract new participants. 
Main Responsibilities
In addition to the statutory requirements and responsibilities of voluntary trustees of charitable organisations in the UK as laid down by the relevant regulatory bodies:
1. Moderate, maintain and regularly update the Barnsley u3a website and external Facebook as appropriate, and ensure the content is current, reflects well on Bu3a and is compliant with Bu3a policy and good practice
2. Coordinate with the SiteWorks team, who manage website security, backups, and server maintenance, when monitoring website performance, troubleshooting minor technical issues, and suggesting improvements. 	Comment by Pauline Buttling: Is some of this the Systems Controller (Fred)
3. Collaborate with committee members and groups to gather accurate information for all platforms. 
4. Manage and update the Barnsley u3a Facebook page with engaging posts and event updates from beneficial external sources. 
5. Identify and exploit new and current opportunities to publicise bu3a
6. Bring ideas, creativity and skills to ensure the website is attractive and informative and easy to navigate
7. Provide timely content and publicity materials to ensure consistent messaging across the website, social media and local and national press. 
8. Ensure leaflets and posters (where relevant) are kept up to date online and advise on physical publicity displays.	Comment by Pauline Buttling: Is this Jo?
9. Monitor and report on web traffic	Comment by Pauline Buttling: Monitor - spelling changed from montor to monitor
10. Ensure a comprehensive handover to successor. 
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