Canberra & District Central Service Office (CSO)
Alcoholics Anonymous

Position Description -
Information Coordinator / Webmaster

This is a trusted service position within Alcoholics Anonymous, supporting communication and
information sharing across the Canberra & District fellowship. The role assists in carrying the
message by ensuring accurate, timely, and accessible information is available to members,
groups, and newcomers.

Term of Service
24 months (2 years)

Requirements
e 1 year of continuous sobriety.
e Completed the 12 Steps and continues to actively work them with a sponsor.
e Regular attendance at AA meetings.
e Ability to attend monthly CSO meetings (first Saturday of each month via Zoom).
e Ability to provide a report at each meeting for transparency and accountability.

Role Overview

The Information Coordinator / Webmaster is responsible for managing incoming enquiries and
maintaining the CSO website. The role focuses on clear communication, timely responses, and
ensuring information provided to the fellowship and public remains accurate and accessible.

Key Responsibilities

e Monitor and respond to emails received via info@aacanberra.org.

o Provide information to the General Service Office (GSO), local and regional groups, and
newcomers.
Maintain and update the CSO website (aacanberra.org) which uses WordPress.
Publish events for fellowship awareness as requested.
Review and update public website content where required (infrequent).
Prepare and provide a brief report at monthly CSO committee meetings.

Technical Requirements

Basic computer literacy and a willingness to learn simple website management tasks. No
advanced technical experience is required. A handover pack with step-by-step instructions will be
provided.



Canberra & District Central Service Office (CSO)
Alcoholics Anonymous

Support and Handover
A structured handover pack will be provided, outlining key processes and responsibilities. Support
is available from previous trusted servants where needed.

Election Process

This is an elected position. The successful candidate is selected by the current CSO Committee
and any CSRs (CSO Service Representatives) in attendance at the time of election.



