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	Title
	Information Technology Trustee

	Role Description
	To coordinate the deployment of Information technology across the Bailies trustees, contractors and volunteers

	Activities
	Manage IT provider (Global Web)
· Ensure service levels, response times, quality and costs are managed
· Approve supplier’s invoices
Manage Website
· Maintain Bailies websites 
· Facilitate the addition and removal of content
· Propose and implement upgrades as required to ensure modern appeal and functionality
· Manage e-commerce functionality (with treasurer)
Manage Social Media
· Facilitate the addition and removal of content
· Monitor content from public contributions
· Propose and implement upgrades as required to ensure modern appeal and functionality
· Curate, review and develop the Bailies use of social media channel/s. The Bailies currently rely on a Facebook social media channel.
· Liaise with all Trustees to maximize the Bailies public reach and engagement.
· Develop new ways of promoting the work of the Bailies through relevant social media channel/s. 
GDPR 
· Oversee the Bailies’ GDPR compliance
Projects
· Participate in projects with an IT dimension (e.g. QR codes)

	Interfaces
	Internal
	· All trustees
· Admin

	
	External
	· IT suppliers
· Social media suppliers

	Risks to people, environment & Reputation in fulfilling duties
	· Poor or inappropriate content on public sites
· Breaches to data security
· Poor service from IT suppliers
· Reputation damage due to poor interpersonal skills

	Competencies
	Essential
	· Common sense
· Good with people
· IT skills
· Basic MS Office

	
	Desired
	· Team leading skills

	What does success in this role look like?
	The Bailies IM/IT footprint is secure, effective, inviting and hassle-free
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