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Web Clerk (Draft) 
 

(03/16/16) 
Purpose: The Web Clerk coordinates technical and administrative issues for the Website under 
the oversight of the Representatives Committee. The Web Clerk assists the IMYM 
Communications Assistant as needed in the preparation of documents for Website posting. The 
Web Clerk should have some experience with maintaining Websites, the ability to respond 
promptly to user needs, and familiarity with the Yearly Meeting. 
 
Appointment: The Web Clerk is named by the Nominating Committee to be approved by the 
Yearly Meeting for a three-year term of service, renewable.1 The position was created by 
Executive Committee action in August 2005 in response to IMYM 05.06 2, to operate for a three-
year trial period. 
 
Responsibilities: 
The Web Clerk will: 
1. Administer the site, including organization, appearance, and operational features, with 

emphasis upon meeting the utilitarian needs for conducting Yearly Meeting affairs and 
providing maximum accessibility for users. 

2. Administer hosting of the site, including management of commercial support services and 
their expense and informing the Finance Clerk of the budgetary needs. 

3. Provide assistance for visitors, users, and workspace managers. 
4. Promptly post submitted materials and frequently updating the site. 
5. Maintain current arrangements for monthly meeting Clerks, Representatives Committee, and 

Arrangements Committee to easily e-mail IMYM committees and officers using documents 
furnished by the Communications Assistant, at least twice per year. 

6. Provide opportunity for clerks, convenors, coordinators and others serving the Yearly 
Meeting to develop and manage their own workspaces on the site, including instruction on 
navigating the site, posting materials, creating forums, and e-mailing from the site. If 

                                            

1Procedures Committee recommends a three-year term. 
2The Website project received initial approval with the following minute: 

IMYM 05.06 The Committee to Revise the Guide recommends continuing the development of the website, 
www.imym.org, during the coming year with the hope that it will lead to a stable, sustainable website that 
is both accessible and useful to Yearly Meeting Friends, especially those active in Yearly Meeting service. 
Development work will be conducted by the Guide Committee co-clerks and the loosely-formed Web 
Group under the general oversight of the Executive Committee. Guide revision activity will continue to be 
posted at this website as will be useful Yearly Meeting information (minutes, reports, JSP and annual 
gathering materials, Continuing Committee activities and reports, the link to the Faith and Practice website, 
etc.). 
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possible, arrange for such persons to act as clerks of their own workspace, and participate as 
needed in site development. 

7. Coordinate the development and implementation of new applications. 
8. Serve as a member of Representatives Committee. 
9. With help from the IMYM Communications Assistant, assist the Historian-Archivist in 

posting the major archival records of the Yearly Meeting in searchable form. 
10. Provide detailed technical assistance and guidance for the Communications 

Assistant as appropriate and necessary. 
 

Financial Arrangements: The Yearly Meeting will pay expenses for attending the 
Representatives Committee meetings, upon request. The Web Clerk submits hosting expenses 
for reimbursement. Incidental operating expenditures for clerical supplies, communications, etc., 
may be submitted to the Treasurer for reimbursement. The Treasurer should be consulted before 
incurring unusual expenses. 
 

 

 

NOTE: 

 

IMYM will consider the creation of the above new position at Annual Sessions 2016. 
The role of Web Clerk would be established in conjunction with another role that 
already exists within the structure of IMYM, described as follows: 

 

COMMUNICATIONS ASSISTANT 

 

(05/26/13) 
Purpose: Historically, responsibility for maintaining mailing lists and preparing and 
distributing Yearly Meeting documents rested with the IMYM Presiding Clerk and 
Recording Clerk. It still does. Most recently, the Web Clerks provided assistance for 
the details of this duty, especially for preparing documents for circulation on the 
imym.org Website. The Registrars maintain the directory of those attending the annual 
gathering, and also prepare registration information in advance of the annual 
gathering. All this information needs coordinating. 

We need communications assistance so that IMYM can choose Clerks who show 
leadership skills but might not possess clerical and Internet skills. The Registrars, the 



Shared by Western Friend Online  (2016) 3 

Delegates Committee, and the Peace and Service Committee may also benefit from 
assistance in preparing their documents for Web Clerks to upload to the IMYM Web 
Documents in Advance. 

Term and Gifts Needed: The appointment will be made for a two-year initial term, 
reviewed annually thereafter and renewable so long as the arrangements prove 
satisfactory for all involved. The work requires intermediate information-processing 
skills with documents and spreadsheets, including tables, sorting, merging documents 
of differing types, reformatting, and image processing. 

Responsibilities: Under the direction of the Recording Clerk, the Communications 
Assistant will: 

1) Work with the Clerk and Recording Clerk to prepare minutes, attached reports, 
and other documents from the IMYM business meetings held at the annual 
gathering, and prepare them for the Web Clerks to upload to the Website as 
appropriate. 

2) Work with the Representatives Committee Clerk and the Arrangements Committee 
Clerk to prepare minutes and documents for the Web Clerks to upload to the 
Website as appropriate. 

3) Maintain the contact lists (Monthly Meeting Clerks, Regional Meeting Clerks, 
Representatives Committee members, and Arrangements Committee members) and 
make them available. These lists are password protected. After receiving a request 
for distribution of these lists, the Communications Assistant will consult with the 
Presiding Clerk and IMYM guidelines as developed. Sources for updating the 
contact lists can come from individuals, from the registrar’s directory, or from the 
IMYM Directory maintained by the IMYM Directory Assistant. 

4) Prepare lists of names of persons holding positions for IMYM and for Regional 
Appointments for IMYM. The Nominating Committee will provide the current list of 
positions, with names, terms, and Meetings are for inclusion on the Website, and 
provide updates and changes as needed. The Communications Assistant will 
prepare these lists for upload to the Website. Individual address information 
should not appear on the Web. 

5) Work with the Registrars in preparing documents from the Registrars for the 
Registration Packet for the Web Clerks to upload to the Website. 

6) Work with the IMYM Presiding Clerk, the Recording Clerk, the Representatives 
Committee Clerk and Recording Clerk, and the Arrangements Committee Clerk to 
prepare their documents for upload to the Documents in Advance (e.g. State of the 
Meeting reports, memorial minutes, and internal reports, like Finance). 
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7) Receive materials from these sources and compile that material for the Documents 
in Advance and other postings to the Website, as is current practice. 

8) Prepare IMYM Minutes and Proceedings Attachments for easy access and archiving. 

9) Design simple, clear, readable screen and print documents, giving attention to page 
layout, font selections, pagination, heading clarity and other graphic design factors, 
respecting the quality and integrity of Quaker communication. 

10) The Web Clerks will provide detailed technical assistance and guidance for the 
Communications Assistant as appropriate and necessary. 

Financial Arrangements: Routine financial needs can be reimbursed to the 
Communications Assistant with prior Recording Clerk approval. Expenditures for 
major equipment and software need prior approval by the Web Clerk and the Finance 
Committee Clerk before being reimbursed by the Treasurer. The Communications 
Assistant would not need to attend the annual gathering as part of the job, although 
that would be helpful. 

 

 


