u3 a Biahop's Cloave

Role Description: Beacon Administrator
The Role:

The Beacon Administrator will:

Ensure the smooth running of the Beacon web site for the benefit of all Bishops Cleeve u3a users.

Key Tasks:

Support Beacon users by responding to any queries or requests.

Support any members having problems logging in to Beacon.

View email Delivery Reports to ensure all emails have been delivered.

Add/delete users as required, giving any new users the appropriate privileges.

Update Beacon system settings as and when required.

On behalf of the Membership Secretary, create an A-Z Members List for monthly Open Meetings.

Consult the Beacon User’s Guide, User’'s Forum and Helpdesk to answer any problems proving difficult
to overcome.
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