Website Committee
Purpose
The Website Committee is responsible for overseeing the design, content, functionality, and ongoing maintenance of the organization’s website. It ensures the website serves as a reliable information hub for members, stakeholders, and the public while reflecting the organization’s mission and board-approved strategy.  In short, the Website Committee ensures the how we show up online is accurate, professional, and member-friendly, while the Board of Directors provides oversight, approves major investments or redesigns, and ensures the website aligns with organizational strategy.

Roles
· Committee Chair (Board Liaison or appointed member)
· Serves as the link between the Board of Directors and the Website Committee.
· Ensures that the website strategy aligns with the organization’s goals and branding.
· Reports updates, needs, and recommendations to the Board.
· Committee Members
· Provide input on design, structure, and usability.
· Develop and update content (event listings, announcements, resources).
· Support technical updates, analytics tracking, or vendor management (if outsourced).
· Board of Directors
· Approves website policies, budgets, and major redesigns.
· Provides strategic direction for online presence and member engagement.
· Holds final accountability for website as a communication and engagement tool.
Responsibilities
1. Website Strategy & Governance
· Develop and recommend website policies (content standards, posting procedures, privacy/security).
· Ensure website reflects the Board’s strategic priorities and branding.
· Establish a content review schedule to keep information current.
2. Content Management
· Maintain accurate and timely information (events, programs, newsletters, resources, Board updates).
· Highlight sponsorship acknowledgments, member spotlights, and committee updates.
· Ensure accessibility and inclusivity of website content.
3. Design & Functionality
· Recommend enhancements to design, navigation, and user experience.
· Test functionality to ensure links, forms, and registrations work correctly.
· Monitor mobile and cross-browser compatibility.

4. Technical Oversight
· Coordinate with IT staff, consultants, or vendors for technical updates.
· Ensure website security (SSL, backups, updates to plugins or CMS).
· Track and resolve technical issues promptly.
5. Analytics & Reporting
· Monitor traffic, engagement, and performance using analytics tools.
· Track conversions (event registrations, membership sign-ups, donations).
· Provide quarterly reports to the Board on website usage and improvements.
6. Collaboration with Other Committees
· Work with Communications Committee for branding consistency.
· Partner with Membership and Education Committees to promote programs/events.
· Coordinate with Sponsorship Committee to display sponsor recognition.
· Support Newsletter Committee by archiving and publishing digital newsletters.
Website Committee Workload Calendar
January – February
· Hours: Chair 5–7 hrs | Members 3–4 hrs
· Focus: Annual website review & planning.
· Activities:
· Conduct a full content audit (pages, events, resources, bios).
· Update homepage with new year messaging and upcoming events.
· Present website priorities and budget needs to the Board.
March – April
· Hours: Chair 4–6 hrs | Members 2–3 hrs
· Focus: Event & program promotion.
· Activities:
· Update program/event pages with spring offerings.
· Post Board updates, committee highlights, or advocacy news.
· Monitor analytics and report to the Board on Q1 performance.
May – June
· Hours: Chair 5–7 hrs | Members 3–4 hrs
· Focus: Mid-year content refresh.
· Activities:
· Refresh images, sponsor logos, and resource libraries.
· Optimize website for accessibility and mobile performance.
· Post mid-year newsletter or Board updates.
July – August
· Hours: Chair 6–8 hrs | Members 3–4 hrs
· Focus: Major event & sponsorship visibility.
· Activities:
· Create landing pages for annual conference/summit.
· Highlight sponsors and partners.
· Coordinate with Communications Committee for integrated promotion.
September – October
· Hours: Chair 7–9 hrs | Members 4–5 hrs
· Focus: Peak event season & analytics.
· Activities:
· Update real-time event information, schedules, and registration.
· Post event photos, recordings, or recap articles.
· Present Q3 analytics to the Board with recommendations for improvements.
November – December
· Hours: Chair 6–8 hrs | Members 3–4 hrs
· Focus: Year-end wrap-up & redesign prep.
· Activities:
· Publish “year in review” features (Board message, highlights, impact stats).
· Archive past newsletters, event pages, and resources.
· Begin planning updates or redesigns for the following year.
· Provide annual website report to the Board.
Summary of Time Flow
· Steady baseline work (quarterly updates): ~2–3 hrs/member, ~4–6 hrs/chair.
· Heavier cycles: Jan (annual audit), Feb–Dec (event season), Dec (wrap-up).
· Board integration: Reports quarterly on analytics and annually on website performance/needs.
This keeps the Website Committee’s work structured: lighter in mid-year, heavier during event cycles and annual review of the site.

IRWA Chapter 22’s email address is . . .

IRWAGA22@gmail.com

All documents are kept in a centralized repository to keep all files in one place for current and future board members to access.
