
Fairview Estates Property Owners Association                                                     Board Approved 10/4/2022 
 
Volunteer Position: Webmaster 
Term: Assigned by the Board to no set duration 
 
Duties and Functions 
 
- Verify and approve Resident Login submittals 
- Resolve all function issues with the Resident Login process 
- Monitor the fairviewestates@fairviewestates.net email address. Initiate the necessary action for any  
  emails that are received 
- Maintain the Fairview Estates Email Distribution list. Insure all addresses are valid Property Owners 
- Using content provided and authorized by the Board of Directors, create and send emails to the  
  Fairview Distribution list via the Mailchimp application as notices to the Membership 
- Post documents to the website (Agendas, Minutes, Budgets, Statements, News/Events) as authorized  
  by the Board of Directors 
- Perform general updates to the website as necessary 
- Be the primary interface for Fairview Estates to our web vendor, Nature Coast Web Design 
- Periodically attend monthly Board meetings to remain directly engaged with the Board of Directors 
- When there is a change of position, work collaboratively with the new Webmaster to facilitate a  
  smooth transition of them into their new assignment 
- Perform other website related duties as assigned 


