GREATER BOCA RATON ESTATE PLANNING COUNCIL 

VICE PRESIDENT of TECHNOLOGY 

DUTIES AND MONTHLY RESPONSIBILITIES

Duties: The Vice President of Technology shall perform the duties throughout the course of the fiscal year beginning July 1 and ending June 30th :

· Vice President of Technology is responsible for coordinating with the Administrator (Sylvia Tausk) to ensure that all meeting notices are sent to Members, Prospective Members, and sponsors 

· Add, delete and change Member contact information on the website

· Coordinate with the website administrator regarding the operation of the website and changes that need to be made to enhance the Council’s website

· Add the names of Members that want to be listed in the Speakers Bureau 

· Coordinate with the Treasurer and the Credit Card Vendor on any issues that may need to be addressed on the website with regard to payments and refunds/credits

· Coordinate with the Photo Committee to be sure that appropriate photos are shown on the website after each meeting or event

· Coordinate with the VP of Programming and/or the Sponsorship Committee to update the website with the names of current sponsors (i.e., Annual Event, monthly dinner meetings, etc.)

· Update the Document Library to include new/revised information on the website (e.g., Speaker’s Bios and Speech Outlines) 

· Set passwords for Board Members so that “sensitive” information is only accessible by existing Board Members

· Send out the NAEPC membership letter to all board members 

· Review the website periodically to ensure that all information is accurate

