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Position: 
[bookmark: _GoBack]Coast Conference Webmaster

Description:
Under the supervision of the executive board, the incumbent shall coordinate the design, development, deployment, and maintenance of the conference online presence; ensure informational support for member colleges of the coast conference; and perform duties that include database management, posting current conference business and providing a historical archive. 

Responsibilities:

· Compile, maintain and post conference sport schedules, supplements and end of the year reports. 
· Compile, maintain and post conference business meetings agendas and minutes. 
· Post current directories of the following: athletic directors, sport liaison, sport representative, and sport official assigners.
· Create and post online forms to assist with conference reporting.
· Analyze problems, identify alternative solutions, and implement recommendations in support of conference goals.
· Keep updated and informed with conference business.
· Keep updated with best practices for website management.
· Identify features/stories/content within coast conference to highlight on website main page.
· Work directly with hosting site for redesign and troubleshooting. 

Desirable Qualifications:

· Ability to use Presto software online platform.
· Ability to use a variety of computer software programs to perform functions such as word processing, desktop and website publishing, video editing/posting/archiving, and database management. 
· Knowledge of rules, strategies, technologies and terminology related to public relations and marketing of intercollegiate sports. 
· Knowledge of ADA accessibility requirements.
· Knowledge of principles and practices of media and public relations
· Knowledge of journalistic writing, including Associated Press style, and reporting techniques and standards.
· Knowledge of intercollegiate sports regulations and practices including California Community College Athletic Association (CCCAA) rules and regulations. 
· Knowledge of correct English usage, grammar, spelling, punctuation, and vocabulary.
· Ability to edit communications for clarity and accuracy.
· Ability to work effectively with others. 
· Ability to use new and emerging technologies.

Stipend:
$2000/year

Start Date:
August 1st, 2020

Application Procedure:
To be considered for this position, please submit a resume and cover letter to Jamie Hayes at jhayes@ccsf.edu by July 1, 2020. 
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