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SVT Job Description

	SVT Position:
	Website Manager

	Committee:
	Executive Committee

	Reporting to:
	SVT President

	Role Outline:
	Maintain the content of the SVT website, including event updates, Job Adverts, and general updates.

	Role Term:
	2 Years, from the period commencing at the date of the AGM

	Essential Activities:
	Maintain & update the content on all pages of the SVT website
Coordinate job advertising with clients

	Regular Meetings:
	· Attend Executive Committee Meetings (Quarterly)

	Regular / Routine Activities:
	· Liaise with Portland Data (website build and programming)
· Update page content as required

· Add pages as required

· Add document uploads as required
· Job advert process

Deal with all enquiries for job adverts.
Obtain advert details including invoice name and address.

Upload advert on website and forward to central office for post/e-mail.

Send invoice details to Treasurer to arrange payment.
Remove adverts from the website once the paid-up period has expired.

	Other 

(Less frequent) Activities:
	· Be available to respond to member queries promptly

· Consider issues, comment and vote on items raised by the committee.
· Keep up-to-date accurate, secure records of your committee work and make these available for a smooth handover (including a detailed guide where appropriate) when the role term finishes.

	Conduct:
	Abide by “Standards of Conduct, Performance and Ethics for SVT Executive Officers and all Subcommittee SVT Members” (2010), and “The Society for Vascular Technology GB&I Objectives, Constitution, and Rules” (2003).
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