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SESAM Information Technology Committee- Role and Responsibilities

Information Technology Committee

The Information Technology Committee supports SESAM's digital infrastructure, online presence, and

technology-enabled services. Working under the strategic direction of the Committee Lead, the group

contributes to SESAM'’s long-term digital sustainability by maintaining core systems, advising on

technology choices, and ensuring SESAM's digital platforms remain reliable, modern, user-friendly, and

aligned with the Society's strategic priorities.

Committee members collaborate with the Executive Director, Treasurer, external providers, and other

SESAM Committees to ensure digital tools and processes effectively support SESAM's operations,

communications, and member services.

1. Digital Governance, Infrastructure and Email

Support the establishment and maintenance of digital governance standards, including content
workflows, quality assurance, and long-term maintenance planning.

Contribute to the development of clear processes for content ownership, updates, and digital
quality control across SESAM.

Assist in identifying digital risks, gaps, and opportunities, including accessibility, security, and
user-experience improvements.

2. Website and Online Presence

Support ongoing maintenance of the SESAM website to ensure it remains accurate, up to date,
and aligned with SESAM’s communication priorities.

Collaborate with external providers to troubleshoot issues, implement updates, and ensure
stable website performance.

Assist with content updates, structural improvements, and user-experience enhancements.

3. Membership, Communication, and Event Systems

Contribute to the optimisation of membership systems, communication tools, and digital services
used by SESAM.

Support digital tools used for the Annual Meeting, including abstract submission platforms and
programme-related technologies.

Provide feedback on system usability and recommend improvements.
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4. Coordination with External Providers

e Assist the Executive Director in managing relationships with website developers, hosting
services, mailing platforms, registration systems, and other third-party vendors.

e Help ensure clear communication, documentation, and continuity of digital operations.

5. Email and Domain Management

Committee members may support operational tasks related to SESAM's core digital infrastructure,
including:

5.1 Email Management
e Creation and management of organisational email accounts (e.g., @sesamsociety.org).
e Configuration of aliases, shared inboxes, and distribution lists.
e Monitoring of SPF, DKIM, and DMARC security protocols.

e Troubleshooting and first-line support for Board and Committee members.

5.2 Domain Management
e Oversight of SESAM's registered domains and DNS configuration.
e Monitoring and renewal of domain registrations.

e Management of redirects and domain-level routing.

5.3 SharePoint / Cloud Collaboration
e Supportsetup and administration of SESAM'’s SharePoint or equivalent collaboration platform.
e Assist with file organisation, permissions, and access control.
e Provide onboarding and user support for Board members and Committee members.

e Help maintain secure and efficient digital collaboration workflows.

5.4. General IT Support
e Provide first-line helpdesk support for Board and Committee members.
e Assist with software licensing, subscription management, and basic cybersecurity guidance.

e Help coordinate with third-party platforms and vendors to resolve issues and maintain smooth
digital operations.
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5.6 Reporting and Continuous Improvement
o Contribute to evaluations of digital initiatives through user feedback and analytics.
e Support preparation of structured reports and recommendations for the Executive Board.

e Participate in documenting processes to ensure continuity and sustainability of SESAM's digital

systems.
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SESAM Information Technology Committee - Chair Role Description
Reports to: SESAM Executive Board
Term of Service: 2 years
Nature of Role: Voluntary

Time Commitment: 8-14 hours per month, with increased activity during digital transitions, website
redevelopment, and Annual Meeting preparation.

1. Purpose of the Role

The Chair of the Information Technology Committee provides strategic, operational, and governance
leadership for SESAM’s digital ecosystem. The Chair ensures SESAM's digital infrastructure, online
presence, membership systems, communication tools, and event-related technologies remain reliable,
secure, modern, user-friendly, and aligned with SESAM'’s strategic priorities.

The Chair oversees digital governance, coordinates with external providers, supports cross-committee
digital needs, and ensures long-term digital sustainability across the Society.

2. Key Responsibilities
A. Strategic Digital Leadership
e Provide strategic direction for SESAM's digital development.

e Translate SESAM's organisational priorities into digital requirements and long-term technology
planning.

e Identify digital risks, gaps, and opportunities for innovation, accessibility, security, and improved
user experience.

e Ensure digital platforms support operational efficiency, member engagement, and organisational
growth.

B. Digital Governance, Infrastructure & Standards

e Establish and maintain SESAM's digital governance standards, including content workflows,
quality assurance, accessibility, and maintenance planning.

e Oversee processes for content ownership, updates, and digital quality control across SESAM.
e Ensure governance practices are documented, consistent, and applied across committees.

e Promote secure, compliant, and sustainable digital practices.

C. Website & Online Presence
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e Provide leadership for SESAM'’s website and online presence.

e QOversee website maintenance, updates, structural improvements, and user-experience
enhancements.

e Coordinate with external developers and hosting providers to ensure stable performance and
timely issue resolution.

e Ensure continuity through documentation and structured workflows.

D. Membership, Communication & Event Systems
e Oversee optimisation of membership systems, communication tools, and digital services.

e Support digital tools used for the Annual Meeting (abstract submission, programme-related
technologies, registration systems).

e Ensure systems are user-friendly, reliable, and aligned with SESAM's operational needs.

e Provide guidance on usability and recommend improvements.

E. Coordination with External Providers
e Serve as SESAM's primary coordination point for IT-related external providers.

e Manage relationships with website developers, hosting services, mailing platforms, registration
systems, and other vendors.

e Ensure clear communication, documentation, and continuity of digital operations.

e Support contract reviews, service evaluations, and provider performance monitoring.

F. Email, Domain & Cloud Collaboration Oversight

e Oversee SESAM's core digital infrastructure (email accounts, aliases, shared inboxes, distribution
lists).

e Ensure monitoring of SPF, DKIM, and DMARC protocols.
e Oversee domain management, DNS configuration, renewals, redirects, and routing.
e Provide leadership for SharePoint or equivalent collaboration platforms.

e Ensure secure, efficient digital collaboration workflows.

G. Operational Coordination & IT Support
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e Provide oversight for first-line helpdesk support for SESAM staff, Board members, and
committees.

e Support software licensing, subscription management, and basic cybersecurity guidance.

e Coordinate with third-party platforms to resolve issues and maintain smooth digital operations.

H. Reporting & Continuous Improvement
e Oversee evaluations of digital initiatives using user feedback, analytics, and performance data.
e Prepare structured reports and recommendations for the Executive Board.
e Identify opportunities for innovation and improved digital experience.

e Ensure documentation of digital processes for continuity and sustainability.

I. Transition & Continuity

e Maintain clear documentation, digital inventories, provider relationships, and planning
processes.

e Ensure smooth transition to any newly appointed Chair.

e Preserve institutional knowledge and ensure continuity year-to-year.
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3. Candidate Profile
A strong candidate will demonstrate:
e SESAM membership in good standing

e Experience in digital strategy, IT governance, website development, or technology project
management

e Strong organisational, analytical, and problem-solving skills

e Excellentinterpersonal and communication abilities

e Experience coordinating with external providers or managing outsourced digital projects
e Comfort using digital tools, CMS platforms, and collaboration systems

e Knowledge of SESAM’s governance and structure (asset)

e Able to dedicate regular voluntary time to the role, in line with the time commitment outlined
above

4. Application Process

Interested candidates are invited to submit to executive.director@sesamsociety.org:

¢ Letter of Interest (maximum 1 page) Outline your vision for SESAM's digital development, your
motivation for applying, and how your skills and experience align with the responsibilities and
qualifications listed above.

e Current Curriculum Vitae (CV)
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SESAM Information Technology Committee - Secretary Role Description
Reports to: IT Committee Chair
Term of Service: 2 years
Nature of Role: Voluntary

Time Commitment: 8-14 hours per month, with increased activity during digital transitions and Annual
Meeting preparation.

1. Purpose of the Role

The Secretary of the Information Technology Committee provides operational coordination,
documentation, and communication support to ensure the effective functioning of SESAM's digjital
governance and infrastructure. The Secretary plays a key role in maintaining clear records, supporting
digital workflows, and ensuring smooth communication between the Committee, the Executive Director,
external providers, and other SESAM committees.

2. Key Responsibilities
A. Committee Coordination & Administration
e Support the Chair in organising Committee meetings (scheduling, agendas, follow-up).
e Maintain accurate records of Committee membership, roles, and responsibilities.
e Track digital governance tasks, timelines, and deliverables.
e Ensure Committee activities follow SESAM’s governance processes.
B. Documentation & Record-Keeping

e Prepare and maintain minutes of Committee meetings, capturing decisions, action items, and
recommendations.

e Maintain documentation of digital governance standards, workflows, and system configurations.
e Support creation and updating of digital guidelines, templates, and operational documentation.
e Maintain inventories of SESAM digital assets (domains, email accounts, licences, platforms).

C. Communication & Stakeholder Liaison

e Facilitate communication between the Committee, Executive Director, Treasurer, external
providers, and other SESAM committees.

e Support dissemination of Committee updates and recommendations to the Executive Board.

e Coordinate communication with external vendors when required by the Chair.
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D. Operational Digital Support

e Assist with first-line helpdesk support for Board and Committee members (email access,
SharePoint permissions, login issues).

e Support configuration of organisational email accounts, aliases, shared inboxes, and distribution
lists.

e Assist with domain renewals, DNS updates, and routing changes.
e Help maintain secure and efficient digital collaboration workflows.
E. Website & System Support
e Assist with content updates, structural improvements, and quality checks on the SESAM website.

e Support routine updates to membership systems, communication tools, and Annual Meeting
digital platforms.

e Trackissues reported by users and coordinate resolution with external providers.
F. Reporting & Continuous Improvement

e Support preparation of structured digital reports for the Executive Board.

e Maintain logs of issues, improvements, and system changes.

e Assist with collecting user feedback and analytics for digital evaluations.
G. Transition & Continuity

e Maintain clear documentation to support continuity year-to-year.

e Ensure smooth transition to any newly appointed Secretary.

e Preserve institutional knowledge and ensure consistent digital governance practices.
3. Candidate Profile
A strong candidate will demonstrate:

e SESAM membership in good standing

e Experience in digital administration, IT support, or committee operations

e Strong organisational and documentation skills

e Excellent written and verbal communication abilities

e Ability to work collaboratively across committees and stakeholder groups

e Comfort using digital tools, CMS platforms, and collaboration systems

e Able to dedicate regular voluntary time to the role, in line with the time commitment outlined
above
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4. Application Process

Interested candidates are invited to submit to executive.director@sesamsociety.org:

o Letter of Interest (maximum 1 page) Outline your vision for SESAM's digital development, your
motivation for applying, and how your skills and experience align with the responsibilities and
qualifications listed above.

e Current Curriculum Vitae (CV)
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