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Overview 
 
The responsibilities of LA Central Office related to managing the lacoaa.org website, admin 
tools, email, hosting and WordPress have expanded in the past several years. While there will 
always be a volunteer Webteam Chair position who oversees these functions for the 
organization, it seems to make sense to also incorporate a paid resource to manage various 
aspects of LACO’s web presence. This person may at times be the same as the Webteam Chair, 
but may in the future be a separate resource. This document outlines the general 
responsibilities and proposed cost for this role. 
 
Responsibilities 
 

1. Maintain current website including updates, content changes and new feature requests 
2. Manage hosting provider including updates, patches, backups and maintenance, MYSQL 

database, WordPress instance and API connectivity to the Meeting Directory App 
3. Manage and provision email accounts on Google Workspace 
4. Manage and provision user accounts on LACO admin system 
5. Manage and provision user accounts on WordPress instance 
6. Build new LACO admin tool features to provided continued improvements to overall 

organization process (i.e. make more tools like the CSC meeting tool). List of planned 
special development projects below: 

a. Customized meeting directory categories/topics 
b. Tool for managing CSR’s 
c. Tools for managing regions/zones 
d. Birthday club system for increased contributions 
e. Real-time integration with Meeting Finder app 

7. General tech related support: PayPal, Venmo, Google, etc. 
 
Proposed Monthly Retainer 
 
Note that some months have more or less work than others. But generally speaking, the above 
maintenance functions range from 2-5 hours per week. The large development initiatives range 
from 10-50 hours each. The functions described above do not necessarily encompass all aspects 
of this role.  
 
The proposed monthly retainer for this role is $500/month. This is enough to at least cover 
ongoing maintenance and a little room for custom development. Note that we should be able 
to find someone to replace the current Webteam Chair at some time in the future at this price 
at least to cover general maintenance. 


