
 

Webmaster Intern  

Sustainable San Mateo County is a local non-profit organization founded in 1992 and dedicated to San Mateo 
County’s economy, environment and society. We are seeking motivated, friendly and creative individuals to 
support our efforts by improving our online presence.  
 
This is a part time, unpaid position that reports to the Executive Director and works collaboratively with the 
Indicators Report Coordinator.  
 
Qualifications: 

 Education: Has or is pursuing a degree in Computer Science or Engineering or a related degree or has 
significant relevant experience 

 Strong knowledge of computer systems and languages 

 Candidate should have working knowledge of and experience with  HTML, CSS, jQuery, PHP, and 
WordPress 

 Passion for sustainability and commitment to Sustainable San Mateo County’s goals 

 Self-motivated problem solver eager to gain experience in a professional capacity 

 Excellent communication skills, strong sense of proper English spelling and grammar 
 
Key Responsibilities: 

 Manage SSMC’s internal website www.sustainablesanmateo.org , a WordPress site 

 Update content periodically to reflect the current activities of SSMC 

 Three times per year update the site with new Indicators content –Streamline to minimize the number 
of clicks and improve the visual appeal 

 Incorporate new features as needed to keep a modern and engaging online presence 
 
Commitment, Location and Hours:  

 Strong preference for candidates willing to commitment to a minimum of 1 year in the position 

 Work will generally be performed off-site on the volunteers own equipment, but in-office hours and 
occasional meetings may be arranged 

 Work may be performed at the convenience of the volunteer and should be planned so as not to 
interrupt site availability or performance 

 During most periods of the year, very few hours are required for ongoing maintenance and simple 
updates. Indicators updates (3 times per year – roughly February, May and October) will be the most 
time-intensive periods, requiring an estimated 20+ hours (depends on experience) over the course of 1-
2 weeks 

 
Interested candidates should review the website listed and submit their resume and cover letter to Adrienne 
Etherton: adrienne@sustainablesanmateo.org with subject line “Webmaster Application”. Position open until 
filled. 
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