
 

VOLUNTEER POSITION DESCRIPTION  

Position Title  Webmaster (x1) 

Position Category  National Officer  
Dept: Marketing and Communications 
Staff Counterpart:  Director of Marketing and 
Communications 

Summary of the 
position  

The Webmaster manages the content of the 
Sorority’s entire internet presence. They will also 
be responsible for performing day-to-day site 
maintenance, setting company standards for 
design, performing navigation and browser 
compatibility, performing quality-control for 
third party content, and maintaining and 
developing small web applications. 

Primary Duties 1. Monitor and assess that web updates are 
complete in a timely manner. 

2. Review and schedule all blog posts for Tri 
Sigma’s blog. 

3. Review website and assign assistants with 
duties to keep content up-to-date. 

Secondary Duties 1. Train all new web assistants on Tri Sigma’s 
CMS. 

2. Ensure each assistant is assigned to a 
department within the Organization. 

3. Assist with the implementation of Social 
Media strategies and interaction on 
platforms during events (Convention, 
Dunham, etc.) 

4. Maintain Tri Sigma’s content calendar. 



 

5. Be knowledgeable about where resources 
are on the Members Only section of the 
National Website, Sigma Connect. 

6. Take advantage of opportunities the National 
Organization provides to educate and update 
volunteers on strategic initiatives and new 
procedures. 

Expectations  Uphold Volunteer Expectations as outlined 
by the National Organization.   

 Express a three year commitment to the 
success of the position. 

 Commit 10 hours each week to the position, 
with a bi-monthly call with the Director of 
Marketing and Communications.  Highest 
times of involvement are at the beginning 
and end of a Triennium, during a leadership 
event, and may vary upon other efforts.  

 Set up calls with web assistants as needed. 
Qualifications and 
Skills 

QUALIFICATIONS 

 Alumnae membership in Sigma Sigma 
Sigma.  

 Possess the capability to express and 
teach others about Tri Sigma’s mission, 
vision and values.  

 Ability to check and respond to emails 
daily. 

 Be a positive advocate of Sigma Sigma 
Sigma 

 Experience using various social media 



 

platforms. 
SKILLS 

 Knowledge of the principles, practices, 
ethics and legalities of internet Web 
publishing. 

 Must have flexible hours and be able to 
access the Tri Sigma website during 
various hours of the day. 

 Experience developing content for web. 
 Basic familiarity with HTML 
 Good leadership skills and the ability to 

work in a team setting. 
StrengthQuest 
strengths 

Achiever, Communication, Developer, Focus, 
Ideation, Learner, Positivity, Responsibility. 

 


