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VSA Webmaster & Digital Communications Officer
Position Descriptions

VSA WEBMASTER
The Victorian Soaring Association (VSA) Webmaster role is based on a WordPress website which is managed through Gliding Australia’s software program and recognises that the position is typically undertaken by a volunteer.
Position Summary
The VSA Webmaster is responsible for maintaining, developing and improving the Victorian Soaring Association (VSA) website to ensure it remains accurate, secure, informative and engaging for members, prospective members and the wider community.
The role supports the VSA Committee by publishing timely information, promoting gliding across Victoria and Tasmania, and ensuring the website reflects the Association's strategic objectives.
Reports To
· VSA Executive Committee
· Works closely with the Secretary, Communications Officer, Committee members and affiliated clubs.
Key Responsibilities
Website Management
· Maintain and administer the VSA WordPress website.
· Ensure website content is current, accurate and relevant.
· Create and update pages, news articles and event information.
· Maintain menus, navigation and page layouts.
· Archive outdated content where appropriate.
Content Publishing
· Publish committee-approved announcements, newsletters and reports.
· Promote competitions, coaching events, training opportunities and VSA initiatives.
· Update calendars and event registrations where required.
· Assist clubs by publishing regional news and activities.
Technical and User Administration
· Technical administration is run and managed by Gliding Australia.
Design and Development
· Improve website usability and user experience.
· Ensure the website is mobile-friendly and accessible.
· Develop new pages and features to support VSA projects.
· Recommend improvements that enhance member engagement and attract new participants to the sport.
Governance
· Ensure published material complies with VSA policies and branding.
· Maintain privacy and copyright compliance.
· Ensure website content reflects committee-approved information.
Desired Skills and Experience
· Experience using WordPress Content Management System.
· Basic understanding of website hosting and domain management.
· Familiarity with WordPress themes and plugins.
· Knowledge of website security practices.
· Basic HTML and CSS skills (desirable).
· Experience with image editing and optimisation.
· Good written communication and proofreading skills.
Personal Attributes
The Webmaster should demonstrate:
· Strong attention to detail.
· Reliability and responsiveness.
· Good organisational skills.
· Initiative and problem-solving ability.
· Commitment to supporting volunteers and promoting the sport of gliding.
Time Commitment
· Approximately 2 hours per month.
· Additional time may be required prior to major competitions, events or Annual General Meetings.
Resources Provided
· Access to the VSA WordPress website and work with GAus IT team.
· VSA email account (if required).
Performance Measures
Success in the role may be measured by:
· Website information remains accurate and up to date.
· Timely publication of committee-approved information.
· Continuous improvement of website functionality and usability.
Authority
The Webmaster has authority to:
· Publish routine operational updates approved by authorised VSA officers.
· Routine maintenance and software updates.
· Recommend website improvements to the Committee.
Major design changes, policy content, branding changes and new website functionality requiring expenditure are subject to Committee and Gliding Australia approval.


VSA Digital Communications Officer
Position Description

The Digital Communications Officer role would complement the Webmaster position by working in strategic communication, marketing, member engagement and promotion of gliding. The Webmaster remains the technical custodian of the website, while the Digital Communications Officer becomes responsible for ensuring VSA’s digital presence effectively supports growth, participation and community engagement.
Position Summary
The VSA Digital Communications Officer is responsible for developing, coordinating and delivering effective digital communication strategies that promote the Victorian Soaring Association (VSA), its affiliated clubs, events, programs and initiatives.
The role supports membership growth, community engagement and the promotion of gliding by creating compelling content across digital platforms including the VSA social media channels, newsletters and other online communication platforms.
The Digital Communications Officer works closely with the VSA Committee, Webmaster, affiliated clubs and program coordinators to ensure consistent messaging and a positive public profile for gliding throughout Victoria and Tasmania.

Reports To
· VSA Executive Committee
· Works collaboratively with:
· VSA Webmaster
· VSA Secretary
· VSA Committee members
· Affiliated club representatives
· Event and program coordinators

Key Responsibilities
Digital Communications Strategy
· Develop and implement a VSA digital communications plan aligned with the Association’s strategic objectives.
· Promote the sport of gliding through engaging, positive and accessible storytelling.
· Identify opportunities to showcase:
· Member achievements
· Club activities
· Training pathways
· Competitions
· Community engagement initiatives
· YesGirlsGlide programs
· Youth and diversity programs
· Assist in positioning gliding as an exciting, inclusive and accessible aviation sport.

Content Creation and Management
Social Media Management
· Manage and develop VSA social media content across approved platforms.
· Create engaging posts highlighting:
· Club activities
· Upcoming events
· Success stories
· Training opportunities
· Volunteer contributions
· Community involvement
· Monitor engagement and identify opportunities to increase reach.
Newsletter and Email Communications
· Coordinate production of VSA newsletters and digital updates.
· Gather articles, photographs and reports from clubs and committees.
· Prepare content in a consistent and professional format.
· Promote key deadlines, events and initiatives.

Marketing and Promotion
· Assist in developing promotional campaigns to attract:
· New members
· Young people
· Women participants
· Aviation enthusiasts
· Community groups
· Sponsors and supporters
· Support VSA initiatives such as:
· Come-and-Try events
· Youth programs
· Women in Gliding activities
· Club membership campaigns
· Competitions and coaching events
· Develop promotional material including:
· Digital flyers
· Social media graphics
· Event promotions
· Media releases
· Online advertisements

Media and Public Relations
· Develop positive relationships with local media and community organisations.
· Prepare media releases highlighting significant achievements and events.
· Promote stories that demonstrate the community value of gliding.
· Coordinate approved responses to media enquiries in consultation with the VSA Committee.

Digital Asset Management
· Maintain an organised Cloud library of:
· Photographs
· Videos
· Logos
· Promotional material
· Templates
· Ensure appropriate permissions and copyright requirements are followed.
· Encourage clubs to contribute quality content for regional promotion.

Analytics and Continuous Improvement
· Monitor digital communication performance including:
· Website traffic
· Social media engagement
· Newsletter readership
· Campaign outcomes
· Provide periodic reports to the VSA Committee.
· Recommend improvements based on engagement data and feedback.

Collaboration with Webmaster
The Digital Communications Officer and Webmaster will work together to ensure:
	Digital Communications Officer
	Webmaster

	Develops content strategy
	Maintains website functionality

	Writes and prepares articles
	Publishes and manages website pages

	Creates promotional campaigns
	Manages WordPress updates and security

	Coordinates social media
	Maintains technical systems

	Monitors audience engagement
	Manages hosting, plugins and backups

	Provides communication direction
	Provides technical advice



Desired Skills and Experience
Essential:
· Strong written communication skills.
· Ability to create engaging digital content.
· Experience with social media platforms.
· Good organisational skills and attention to detail.
· Ability to work independently in a volunteer environment.
Desirable:
· Experience with:
· WordPress websites
· Canva or similar graphic design tools
· Email marketing platforms
· Photography or video editing
· Digital analytics tools
· Media releases and promotional writing

Personal Attributes
The Digital Communications Officer should demonstrate:
· Passion for promoting aviation and gliding.
· Creativity and willingness to explore new ideas.
· Ability to engage with diverse audiences.
· Strong teamwork and collaboration skills.
· Professional judgement regarding public communications.
· Commitment to promoting a safe, inclusive and welcoming gliding community.

Time Commitment
Approximately 3–5 hours per month, with additional involvement during:
· Major competitions
· Membership campaigns
· Community events
· Funding initiatives
· Significant VSA announcements

Authority and Decision Making
The Digital Communications Officer may:
· Prepare and coordinate routine digital content.
· Recommend communication strategies and campaigns.
· Publish approved information through authorised channels.
The following require VSA Committee approval:
· Major policy announcements
· Public statements on sensitive matters
· Significant branding changes
· Paid advertising expenditure
· External media responses on behalf of VSA

Measures of Success
The role will be considered successful when:
· VSA has a consistent and professional digital presence.
· Members are better informed and engaged.
· Clubs actively contribute stories and content.
· VSA initiatives receive increased awareness and participation.
· Website and social media engagement improves.
· New audiences are introduced to gliding.
· The public perception of gliding becomes more modern, inclusive and community-focused.

Suggested structure for VSA:
The Webmaster and Digital Communications Officer could sit together as a Communications Portfolio, with the Digital Communications Officer acting as the strategic/content lead and the Webmaster as the technical lead. This structure reduces reliance on one volunteer and better supports VSA’s stated objectives of membership growth, youth engagement, inclusion and community awareness.
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