Webmaster

Purpose
To manage, update, and continuously improve the South East Hockey website and digital presence, ensuring accurate, timely and engaging content is available to all stakeholders. Play a key role in driving communications, supporting Area activities, and promoting South East Hockey’s values and achievements across the region’s digital platforms.
Key Tasks of the Role
1. Website Management and Content Updates
Ensure the South East Hockey website is current, well-organised and user-friendly by regularly uploading and maintaining essential content relating to fixtures, news, competitions, results and Area developments.
· Maintain and update the website with latest news, fixtures, results, policies, and notices
· Upload and manage all Area documents, reports and official communications
· Create and update pages for teams, competitions and events as required
· Ensure relevant club and contact directories are accurate
· Work with Area leads and committee members to gather content, images and updates for publication
· Archive out-of-date content to keep the site lean and easy to navigate

2. Digital Communications and User Engagement
Support digital communications and customer experience journeys across platforms to ensure effective stakeholder engagement and high standards of information sharing.
· Coordinate and publish key announcements and updates to support Area activities and calendar
· Work with the Communications Lead to promote news, case studies, and Area achievements
· Ensure smooth integration between the website, social media and Area newsletters (where applicable)
· Respond to feedback and support website users with queries or issues
· Monitor site analytics to inform improvements and report on engagement metrics

3. Website Development and Continuous Improvement
Identify areas to develop the site and ensure the website reflects best practice regarding accessibility, design and ease of use.
· Proactively seek ways to improve navigation, user experience and visual appeal
· Implement agreed upgrades, features or enhancements in collaboration with the Board
· Liaise with suppliers, technical contacts or England Hockey’s digital team to resolve technical issues and support new developments
· Ensure that the website remains GDPR compliant and up to date with relevant England Hockey policies and standards
· Test site functionality after changes to ensure a seamless user experience

4. Information Management and Data Security
Support the safe and responsible management of digital information across the website and associated systems.
· Ensure all published contact details are permissioned and correct
· Maintain user privacy and data security in line with current legal and England Hockey requirements
· Undertake regular CMS backups and check website security status
· Remove expired or sensitive documents in a timely manner

5. Stakeholder and Committee Support
Act as digital liaison for South East Hockey, working closely with Board members, competition organisers and volunteers to drive website use and promote engagement.
· Train Area volunteers, officers or committee members in website content management where needed
· Support Board/committee meetings by providing digital insights, preparing website traffic or engagement reports
· Coordinate with clubs and partners on joint digital campaigns or event promotion
· Ensure consistency of brand, tone and Area values across all web and digital content
Time Commitment and Practical Arrangements
A commitment of 2–6 hours per week is typical with flexibility for peak periods, such as season launch, competition announcements, or strategic changeovers.
Location: Remote/digital, with occasional in-person meetings, usually within the South East region
Remuneration: Voluntary position with reasonable expenses covered
Term: Ongoing volunteer role, with periodic review

Is this Role for you?
If you are IT-literate, proactive and enjoy digital communications, with strong organisational skills and an eye for detail, this role allows you to make a lasting and visible contribution to hockey in the region by supporting player, club and volunteer engagement.
Ideal candidates will demonstrate:
· Proficiency with website content management systems (CMS) or willingness to learn
· Good written communication and content editing skills
· Experience managing web content or digital communications for a voluntary group, club or business
· Understanding of privacy and data security, including GDPR requirements
· Ability to balance timely updates with accuracy and consistency
· Collaborative approach to gathering and publishing information from diverse sources
· Interest in digital trends and willingness to suggest improvements
· Commitment to the values of South East Hockey and England Hockey
The Webmaster ensures that South East Hockey’s digital shop window is always open, accurate and welcoming, enabling members and prospective participants to access information, stay up to date, and share in the Area’s success.
