WEBSITE CHAIRPERSON

JOB DESCRIPTION:

The Website Chairperson is responsible for maintain the schools website and maintain PCN’s presence on the internet.  The job requires the Website Chairperson to: 
· Responsible for updating the preschool website in a timely fashion and posting new posts as needed.

· Work closely with the Marketing Coordinator for updating all events

· Work closely with Membership Chairperson to update classes and forms

· Work closely with Presidents to update forms
· Maintain a professional website presence
· Provide updates on those sites deemed appropriate by the Board.  Ie Facebook, Twitter
The Website Chair works with the Co-Presidents, Marketing Chairperson and the Teachers throughout the year to enroll all students.

REPORTS TO: 

Co-Presidents 
WHERE JOB IS DONE:
Mainly at home

WHEN JOB IS DONE:
Throughout the year.
SPECIAL SKILLS:

Good organizational skills, computer skills.
