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[bookmark: _2uhfcmz3bt60]1. Purpose
The primary responsibility of the Webmaster is to ensure the ongoing maintenance, security, functionality and performance of LUCA’s website.
The Webmaster oversees the technical administration and structure of the website, manages appropriate access for web editors, and ensures that effective systems are in place for publishing and maintaining content.
A secondary responsibility is to support and oversee relevant web editors in publishing competition information, results and governance documents in a timely, accurate and accessible manner, thereby supporting a positive digital experience for athletes, member clubs and other stakeholders.
This is a core operational support role within LUCA.

[bookmark: _471rgahk8xzn]2. Key responsibilities

[bookmark: _90irgdkyj6ul]Website Administration and Maintenance
· Maintain the effective operation of LUCA’s website and its underlying systems.
· Manage WordPress configuration, themes, plugins and other website components.
· Ensure software, plugins and integrations are updated appropriately.
· Monitor website availability, functionality, performance and storage capacity.
· Maintain appropriate website backups and support the restoration of the website where required.
· Manage website domains, hosting arrangements, security certificates and associated technical services, in liaison with the Operations Lead and Chair.
· Identify, investigate and resolve technical issues, escalating matters to external providers or LUCA officers where necessary.
· Maintain clear records of key website systems, services, accounts and technical arrangements.
[bookmark: _miqimzundvpe]Website Security and Access
· Maintain appropriate security measures to protect the website and its users.
· Monitor for security vulnerabilities, suspicious activity and unauthorised access.
· Manage website user accounts, roles and permissions.
· Ensure that access is granted only where operationally necessary and removed promptly when individuals leave their roles.
· Promote the use of secure passwords, multi-factor authentication and other appropriate security practices.
· Support LUCA’s response to any website-related security or data protection incident.

[bookmark: _eks179sk5tti]Operational support
· Support compliance with applicable data protection, privacy, cookie and digital accessibility requirements.
· Ensure that privacy notices, cookie information and other required website statements remain visible and technically functional.
· Promote appropriate accessibility standards across website templates, navigation and functionality.

[bookmark: _x8bwglp4t0eu]Digital Quality & Improvement
· Review website usability, navigation, responsiveness and performance across different devices.
· Recommend improvements to the website’s structure, functionality and user experience.
· Flag technical issues where identified to the operations lead and chair
· Suggest improvements to web usability and structure
· Support development of LUCA’s digital ecosystem


[bookmark: _7yh6bwcu4feh]3. Reporting & Accountability
Reports to the Operations Lead.
Works closely with the Marketing Lead and competition chairs.. 
Liaises with competition delivery committees. 

[bookmark: _h5qnpzjy1f9v]4. Time commitment
· Average 1-3 hours per week
· Flexible and largely remote

[bookmark: _bpfc95yhtm0g]5. Person Specification
[bookmark: _d847mfyivv4n]Essential
1. Strong web editing and writing skills
2. Comfortable working with WordPress
3. Highly detail-oriented
4. Reliable with deadlines
5. Strong written communication skills
6. Organised and methodical
[bookmark: _5qp67rrgufzu]Desirable
1. Experience managing websites or digital content
2. Basic understanding of formatting tables and results data
3. Familiarity with Google Drive and shared digital systems
4. Interest in digital development or systems improvement




[bookmark: _ytbfn6ftad9p]6. Term of Office
Two years (renewable)
—------END—------
