









Policy # FCSS-0210.18
RIMBEY FAMILY COMMUNITY SUPPORT SERVICES (FCSS)

RIMBEY COMMUNITY HOME HELP SERVICES (RCHHS)

POLICY
NAME:  

I.T., SOCIAL MEDIA, & WEBSITE COORDINATOR
DEPARTMENT: 

JOB DESCRIPTIONS

EFFECTIVE DATE: 

Feb. 16, 2018
RESPONSIBLE TO:

Rimbey FCSS/RCHHS Executive Director
 
TIME:  Currently covered by the Volunteer Program Coordinator


Position Summary:
This position reports directly to the FCSS/RCHHS Executive Director and coordinates and oversees the overall operation of activities relating to the agency’s activities, programs, daily needs and have an understanding of future needs.  This includes budgets, maintenance and growth in the area of information technology. 
Duties and Responsibilities - Pertaining to all Information Technology
The IT, Social Media & Website Coordinator shall:
· Schedule hours of work around the Information Technology Consultant and the office staff and the agency service requirements.  There will be flexibility required from all parties involved.
· Keep accurate records of hours worked each month.  
· Work in cooperation with the FCSS staff and FCSS Board within the allotted budget lines.   

· Make requests for IT assistance either by email, phone messages and written communications on a regular/as needed basis.  A record of these communications is to be kept in the FCSS office in the IT communication book.  This record should include date and time, what equipment is involved, who has made the request, and how the report was communicated to the Information Technology Consultant. Requests shall be made during regular FCSS office hours by the coordinator (or in her absence FCSS office staff) and only to the phone number supplied to FCSS by the Information Technology Consultant.
· Ensure responses from the Information Technology Consultant are received within 24 hours to the FCSS office and include a plan for repairs, date and time of work to be completed and any other information needed in order to rectify the problem 
· Follow up to ensure repairs will normally be completed within 48 hours from the time of the report being accepted by the Information Technology Consultant.

· Keep up to date and current with new information technology and systems that could help to keep the agency progressive and competitive in the industry and present this same information to the FCSS Executive Director for presentation to the FCSS Board members.
· Prepare monthly written and statistical reports for the IT program prior to the Board of Director’s meeting.

· Oversee and manage the Agency Website and Social Media sites with regular messages and monitor sites for appropriate content.  

· Ensure all updates to Agency Website are completed regularly.
· Check all Agency phones for appropriate messaging, suitability and function ability and notify management and governance body when changes are needed.
Revised/Reviewed Date: May 30, 2019 

This policy shall be reviewed at the discretion of the Board but at least annually.


