ACDA

OF MINNESOTA

LAND OF 10,000 CHOIRS

Web Editor Job Description

The Web Editor posts website content, provides website development (Drupal 6 & 7 software), posts
social media content, and provides desktop support services for the American Choral Directors
Association of Minnesota (ACDA of MN). The Web Editor maintains the online database of more than
1100 ACDA of MN members, and supports a daily email sent to all members (The Daily Beat).

Website content is posted as needed, typically on a daily basis. Website development is provided as
needed/requested. Social media is posted regularly and content is based on web content and other
announcements provided by ACDA of MN leadership for Facebook, Twitter, and YouTube. Desktop
support services are provided for the ACDA of MN office as needed (onsite). Additional support for
ACDA of MN leadership in using Google Apps as needed, and attending leadership meetings to provide
technical leadership and reports for the board of directors.

Job Requirements:

Experience with content management systems (Drupal 6 & 7 preferred)

Experience with e-commerce (Ubercart preferred)

Experience with HTML and CSS. PHP and SQL preferred (MySQL database)
Experience with Apple computers and Apple software support, including networking
Experience with Google Apps (Email, Calendar, Drive, Forms)

Ability to provide basic Google Analytics reporting

Available for an average of 10 hours of work per week with flexibility as needed
Available to attend three board meetings per year
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Preferred experience with graphic design software

Annual Salary Level: $15,000
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Web Editor Scope Outline

Section 1: ACDA-MN.org Website

1.
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11.

State Men’s & Women'’s Festival Online Brochure

1.1. Registration Form

1.2. Content/Pages/Menu items

Work closely with Executive Director and Executive Assistant to develop content and registration
process for Summer Dialogue, State Conference, Honor Choirs, and Men’s & Women'’s Festival
Annual Online Voting — create ballots and candidates

Choral Arts Finale — update content as needed

Minnesota Sings! — update content as needed

Student and Young Conductor Symposium — update content as needed

Membership Database

7.1. Update database for new and renewing members (information from National Office)
7.2. Update membership information

7.3. Maintain and create queries of membership data

7.4. Determine permissions and roles for members to access content

7.5. Assist members with login issues as needed

7.6. Assist members with website issues as needed

7.7. Assist members with purchasing issues as needed

Daily Beat Messages

8.1. Update DB sponsors/links on weekly basis

8.2. Reset DB sending criteria on weekly basis

8.3. Create DB content as requested

8.4. Post, edit, and approve DB ePost content

8.5. Edit/Modify DB code/system as needed (to add new content, change display, etc)
Membership Messages

9.1. Send out messages to members as requested by District Chairs or other leadership
Membership Email Bounce backs

10.1. Track and notify District Chairs/Leadership of bad email addresses
ACDA-MN Website Content - Revise, edit and add new content for following content types
11.1. ACDA-MN Announcements or Events (posted on the calendar)
11.2. ACDA-MN Board Minutes
11.3. About-Archive-History and associated menu items
11.4. Advertising and associated menu items
11.5. Advertisers (Summer Dialogue & State Conference)
11.6. Awards and Nomination Form and associated menu items
11.7. Candidates (for online voting)
11.8. Conference Headliner (Summer Dialogue & State Conference)
11.9. Conference Registration Form (Summer Dialogue & State Conference)
11.10. Contact Page
11.11. District Locator
11.12. EPosts for Online and Daily Beat postings
11.12.1. Announcements
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11.12.2. Audition Notices (remove when expired)

11.12.3. Classified Notices
11.12.4. Concerts or Events (posted on calendar)
11.12.5. Additional Concerts or Events (posted on calendar)
11.12.6. Job Openings (remove when expired)
11.13. Executive Director’s Corner
11.14. Forms (for downloading)
11.15. FMC Minutes
11.16. Featured Recordings
11.17. File Depot content for document sharing (board members)
11.18. Footer Advertisers and Links
11.19. Homepage Rotator Images/Links
11.20. Honor Choir Conductor (Honor Choirs)
11.21. Honor Choir Registration Form
11.22. In Remembrance
11.23. Leadership (for board members/staff pages) and associated menu items
11.24. Lightbox Content (for pop-up windows)
11.25. Member Perks
11.26. Member Profile (member information)
11.27. Membership and associated menu items
11.28. Members-Only Content (To control content that only ACDA-MN members can view)
11.29. Pick Six Listings
11.30. Presenter-Clinician (Summer Dialogue)
11.31. Products and attributes (for any purchasing needs)
11.32. Rehearsal Tracks
11.33. Resources and associated menu items and taxonomy terms
11.34. Special Daily Beat Message (to add a message to the DB)
11.35. Star of the North — post new issues and maintain past issues
11.36. Star of the North Express articles
11.37. Voting and Candidates
11.38. Webforms (used to capture information via online forms)
11.39. YouTube Videos (to embed any YouTube video on the website)

12. Maintain Images for optimum sizing and display (Image Cache)

13. Modify Drupal Configuration settings as needed/required for optimum performance

14. North Central ACDA — post image and link to Melisma on homepage

15. Maintain Secure Socket Layer and Dedicated IP Address for secure credit card purchases
16. Maintain Performance and Cron Jobs on Server

17. Maintain Database backups

18. Maintain MySQL database content as needed

19. Monitor Domain Name renewals and status

20. Maintain Web hosting account (Bluehost)

20.1. Request support from vendor as needed
20.2. Monitor ‘Up Time’ and address ‘Down Time’ issues
20.3. Monitor Virtual Private Server capacity and performance

21. Maintain Drupal 6 Core for Security Updates (18 modules)
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23.
24,
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26.

27.

Maintain Drupal 6 Modules for Security Updates (183 modules)

Monitor Drupal.org announcements for important updates and security warnings
Google Analytics - Provide Google Analytics report as requested

Maintain Mollom Spam Filtering (used to create captcha on forms)

Theming

26.1. Modify theme as needed via CSS attributes to control content display
26.2. Create/Edit custom PHP templates as needed to control content display
Staging Website - staging.acda-mn.org

27.1. Provide development samples on a ‘Staging Website’ as needed

Section 2: FMCEndowment.org Website

1.
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Update content as requested by ACDA-MN leadership

1.1. Annual Reports and associated menu items

1.2. Committee Minutes

1.3. Give to the Max Content

Maintain Images for optimum sizing and display (Image Cache)

Modify Drupal Configuration settings as needed/required for optimum performance
Maintain Performance and Cron Jobs on Server

Maintain Database backups

Maintain MySQL database content as needed

Monitor Domain Name renewals and status

Maintain Web hosting account (Bluehost)

8.1. Request support from vendor as needed

8.2. Monitor ‘Up Time’ and address ‘Down Time’ issues

8.3. Monitor Shared Server capacity and performance

Maintain Drupal 6 Core for Security Updates (14 modules)

Maintain Drupal 6 Modules for Security Updates (23 modules)

Theming - Modify theme as needed via CSS attributes to control content display
Google Analytics - Provide Google Analytics report as requested

Maintain Mollom Spam Filtering (used to create captcha on forms)

Section 3: Star of the North.net Website

1.

Create three issues annually of the following articles:
1.1. Legacy

1.2. Star Program

1.3. FMC Endowment

1.4. MMEA Update

1.5. In The News

1.6. Guest Features (usually 3 articles of this type)
1.7. From the Field (usually 3 articles of this type)
1.8. 5 Words or Less

1.9. Editor’s Remarks

1.10. President’s Cue
1.11. Student Podium
1.12. Emerging Conductor

ACDA of Minnesota Web Editor Job Description and SOW



Lo N R WN

[
= O

12.
13.
14.

15.
16.

1.13. Commissioning Corner

1.14. Pick Six (3 or more articles of this type)

1.15. The Last Word

Switch past issues to Archives

Update 10 Advertisers: Images and Links

Update/Edit overall Web content as needed/required
Maintain Images for optimum sizing and display (Image Cache)
Modify Drupal Configuration settings as needed/required for optimum performance
Maintain Performance and Cron Jobs on Server

Maintain Database backups

Maintain MySQL database content as needed

. Monitor Domain Name renewals and status
. Maintain Web hosting account (Bluehost)

11.1. Request support from vendor as needed
11.2. Monitor ‘Up Time’ and address ‘Down Time’ issues
11.3. Monitor Virtual Private Server capacity and performance (shared with ACDA-MN.org)

Maintain Drupal 7 Core for Security Updates (27 modules)
Maintain Drupal 7 Modules for Security Updates (34 modules)

Theming
14.1. Modify theme as needed via CSS attributes to control content display
14.2. Modify theme for ‘responsive’ styling for desktops and tablets

Work closely with App developer to provide content as needed/required
Google Analytics - Provide Google Analytics report as requested

Section 4: Subdomain Websites

Summer Dialogue Online Brochure (SummerDialogue.ACDA-MN.org — Drupal 7 website)
1.1. Registration Form

1.2. Content/Pages/Menu items

1.3. Registration Product and Attributes

1.4. Create Guidebook App content

State Conference Online Brochure (StateConference.ACDA-MN.org — Drupal 7 website)
2.1. Registration Form

2.2. Content/Pages/Menu items

2.3. Registration Product and Attributes

2.4. Create Guidebook App content

State Honor Choir Online Brochure (HonorChoirs.ACDA-MN.org — Drupal 7 website)
3.1. Content/Pages/Menu items

3.2. Associated Products

Section 5: Google Apps for Nonprofits

1.

Create and maintain Google accounts for leadership
Provide assistance and training for leadership

2.1. Accessing their Google account

2.2. Using Google Drive and Sharing Documents
2.3. Using Google Calendar
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2.4. Using Google Gmail and Contacts
3. Maintain Web hosting provider MX records to point to Google Apps account

Section 6: Desktop Support for Executive Director and Executive Assistant

1. Provide onsite/remote desktop support as needed/required:
1.1. Two Mac Desktop Computers
1.2. One MacBook Pro Laptop
1.3. One AirBook Laptop
1.4. One iPhone smartphone
1.5. Wireless Printer
1.6. Wireless Networking
1.7. Apple iCloud Support
1.8. Software Support
1.9. Remote Support (via Google Hangout)

Section 7: Meetings and Reports

Attend Board Meetings as scheduled and provide reports

Attend meetings with Executive Director and/or Executive Assistant as needed
Attend meetings with Elected Officers as needed

Update, edit, change, add Web content as per board recommendations
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Provide Website leadership and vision for board meetings
Section 8: Social Media

1. Facebook (www.facebook.com/acdamn)
1.1. Update ACDA-MN.org Facebook page with important announcements, photos, news, etc, as
needed/requested
1.2. Maintain information and branding
2. Twitter (www.twitter.com/acdaofmn)
2.1. Post ‘Tweets’ on ACDA-MN.org Twitter account with important announcements, photos, news,
etc, as needed/requested
2.2. Maintain information and branding
3. YouTube (www.youtube.com/user/ACDAofMinnesota)
3.1. Post YouTube videos on ACDA-MN.org YouTube account as needed/requested
3.2. Maintain information and branding
4. ChoralNet Community (http://choralnet.org/home/259717)
4.1. Post updates/information on ACDA-MN.org ChoralNet Community as needed/required
4.2. Maintain information and branding
5. National ACDA — monitor announcements and share with ACDA-MN.org community as
needed/required

Section 9: Documentation

1. Provide documentation for primary LOGIN information
1.1. ACDA-MN.org Website (Drupal User 1)
1.2. FMCEndowment.org Website (Drupal User 1)
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1.3. StaroftheNorth.net Website (Drupal User 1)
1.4. SummerDialogue.ACDA-MN.org Website (Drupal User 1)
1.5. StateConference.ACDA-MN.org Website (Drupal User 1)
1.6. HonorChoirs.ACDA-MN.org Website (Drupal User 1)
1.7. Web Hosting accounts - Bluehost
1.7.1.VPS for ACDA-MN.org and StaroftheNorth.net (on same server)
1.7.2.Shared for FMCEndowment.org
1.8. Domain Names
1.8.1.ACDA-MN.org — GoDaddy
1.8.2.FMCEndowment.org — Bluehost
1.8.3.StaroftheNorth.net — GoDaddy
1.9. Google Apps and Member Accounts
1.10. Google Analytics
1.11. Social Media Accounts
1.11.1. Facebook
1.11.2. Twitter
1.11.3. ChoralNet
1.11.4. YouTube
1.12. Mollom (Website Spam Filtering on Forms)

Section 10: Training and Oversight

1. Provide Drupal training for leadership and/or members on all of the websites as needed/required
2. Provide oversight for new technological solutions in Website development, responsive theming,
software programs, and office equipment.
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