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Social Media Chair 
 

 
As LSI’s Social Media Chair, you are responsible for any and ALL changes or revisions 
on the LSI website. ALL major changes must be reviewed and approved by the LSI 
Executive Committee before being implemented. You are also a member of the 
Marketing Committee and under the direction of the LSI Marketing Coordinator. 
Therefore, all emails or communications regarding the website should be copied to the 
LSI President, the LSI Vice President (Marketing Coordinator), and the LSI 
Administrator. 
 
The webmaster is Scott Herman 
Email:  spherman@webeditor.com 
WebEditor Design Services 
P.O. Box 328 
Cheektowaga, NY 14225 
(716) 694-9992 
 
Currently the LSI Administrator maintains the home page and posts the Directives and 
Reports (and sends the documents to our Webmaster for posting). LSI normally has a 
member volunteer to convert directives to “fillable” forms. All the directives go to the LSI 
Administrator and she then sends them to the designated member to convert to “fillable” 
and then sends them back to LSI Administrator for dissemination via email to the local 
associations. To date, the LSI Administrator is still assisting in this regard. 
 
Scott has set up Google Analytics for the website. The statistics for each month should 
be included in the Marketing Report each quarter. 
 
The website is ever evolving and it is up to you to make sure it is always current. As 
stated above, the LSI Administrator currently deals with posting Directives and Reports. 
You are responsible for all other aspects of the website. It was explained to me that the 
Civil Procedure Chair would provide updates regarding the resources pages. However, 
one of my first tasks was to go through and provide Scott with new links, as all of them 
were outdated. I would consult with the Executive Committee in this regard. 
 
Your first order of business should be to update contact information for all officers and 
chairs. 
 
It will be your responsibility to ensure that all information on all the web pages is current 
and up-to-date, (e.g., CCLS, LSS, local association events, etc.). You will be receiving 
updates for the CCLS exam information pages from the CCLS Certifying Board Chair, 
and CCLS workshop updates from the CCLS Chair. Additionally, you will receive 
updated LSS registration workshop information for each conference. Directions in this 
regard will be given by the Executive Committee to either the Social Media Chair or the 
LSI Administrator. 
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After events have occurred, instruct Scott to remove them from the website. You need 
to provide the specific page, quoting the page as it appears in the browser. For 
example, your email should read: 
 

Scott, at http://www.lsi.org/events.php, please replace the posted pdf with 
the one that is attached. 
 
Scott, at http://www.lsi.org/the_legal_secretary.php, please post the 
attached as the current issue of The Legal Secretary, and place the prior 
issue in archives at http://www.lsi.org/the_legal_secretary_archives.php.  

 
Scott will reply with a “done” email once he has completed your request. You should 
copy the LSI President, Vice President, and LSI Administrator on the updates so that 
everyone has the same information. Although a “done” response has been received by 
Scott, please do follow up by checking the website to ensure that your request was 
fulfilled completely and accurately. As Scott does not typically work on weekends or 
holidays, it is a good idea to set a reminder to follow up on your request if you do not 
hear from him within a few days after your request is sent. 
 
Once you obtain the Official Notice and other conference forms from the LSI Executive 
Secretary and Vice President, you need to send same to Scott for posting on the 
website.  
 
The Local Associations Event Page: I took it upon myself to keep this page current. In 
the directives I would request contact information for the person who could best provide 
this information. Although requested, not all associations would provide updates. So it is 
a good idea to visit the various local association websites to glean what type of 
events/educational programs they have scheduled.  
 
Things to be aware of:   
 

• Scott does not spell check so make sure you do spell check all items you send to 
him for posting. 

 
• Archives of The Legal Secretary. Every quarter, the editor will send a pdf file of 

the current issue to you. Send a reminder to the editor if you do not receive it 
prior to conference. You must forward to Scott with specific instructions on where 
to post the file. 

 
• Advertising. Work with the Advertising Chair to obtain ads. In order to monitor 

activity (“clicks”) on each of the ads, you will need to ask Scott to set this up for 
you, in the event an advertiser requests the amount of activity they are getting by 
having an ad posted on LSI’s website. 

 
Since this is a new position, please keep a record of all your duties and update these 
guidelines on an annual basis. 

http://www.lsi.org/events.php
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Reminder:   Include this position in Brass Tacks. 
 
Other confidential information with regard to accessing portions of the LSI website will 
be included in a person email to the incoming Social Media Chair, as will a template for 
the Local Association Events table. 
 


