UnityReach Global Website and Digital Content Coordinator
Complete Responsibilities: Appointment–January 3, 2029
1. Position Purpose
The Website and Digital Content Coordinator is responsible for managing UnityReach Global’s public website content, digital campaigns, volunteer-facing information, multilingual pages, accessibility, accuracy, and website-content governance for the 2028–2029 Cap-Haïtien Mission.
The Coordinator supports the UnityReach Global website being developed with Lovable and must continue improving the existing architecture without rebuilding, removing, or weakening existing functionality.
The role covers content and operational coordination for areas such as:
· Public mission information. 
· Volunteer recruitment. 
· Each One, Reach One. 
· Volunteer applications. 
· Volunteer training. 
· Readiness. 
· Certificates. 
· Donations. 
· Program information. 
· Partnerships. 
· Leadership. 
· Multilingual content. 
· Accessibility. 
· Analytics. 
· Privacy. 
· Emergency updates. 
· Post-mission reporting. 
The Coordinator manages website content and requirements but may not independently alter security, databases, permissions, payment processing, or production infrastructure unless technically qualified and formally authorized.

2. Existing Website Architecture
The Coordinator must preserve and support existing functionality, including:
· /each-one-reach-one 
· /admin/referrals 
· /volunteer/training 
· /admin-training 
· /my-certificate 
· /verify-training-certificate/$token 
· Volunteer readiness hub. 
· Volunteer portal. 
· Application system. 
· Referral links and QR codes. 
· Training modules and lessons. 
· Quizzes. 
· Translation administration. 
· Readiness and certification records. 
· UAT and launch-readiness controls. 
· Notification administration. 
· Roster exports. 
· Certificate verification. 
· Existing security and role-based access. 
New content should integrate into these systems rather than recreate parallel versions.

3. Reporting Relationship
The Website and Digital Content Coordinator:
· Reports directly to the Communications Director. 
· Works under the operational authority of the Mission Director. 
· Coordinates social campaigns with the Social Media Coordinator. 
· Coordinates photographs with the Photography Coordinator. 
· Coordinates video with the Video Production Coordinator. 
· Coordinates public statements with the Public Relations Coordinator. 
· Coordinates languages with the Translation Coordinator. 
· Coordinates media-file storage with the Media Archive Coordinator. 
· Coordinates volunteer content with the Volunteer Director. 
· Coordinates referrals with the Each One, Reach One Coordinator. 
· Coordinates training content with the Training and Certification Coordinator. 
· Coordinates readiness content with the Volunteer Readiness Coordinator. 
· Coordinates donation content with the Finance and Partnerships Directors. 
· Coordinates program pages with relevant department directors. 
· Coordinates privacy, security, and role permissions with authorized administrators. 
· Coordinates records and approval histories with the Administrative Coordinator. 
· Coordinates accessibility and safety-sensitive information with relevant officers. 
The Coordinator may supervise web content editors, copywriters, search optimization assistants, accessibility testers, content reviewers, digital campaign assistants, and website support personnel.

4. Required Qualifications
The Coordinator should demonstrate:
· Experience in website content management, digital communications, web publishing, nonprofit websites, content strategy, or digital marketing. 
· Strong writing and editing skills. 
· Understanding of responsive design. 
· Knowledge of accessibility, preferably WCAG 2.2 AA. 
· Experience with multilingual websites. 
· Ability to work with developers and technical administrators. 
· Familiarity with analytics and conversion tracking. 
· Strong privacy and consent awareness. 
· Ability to manage content versions and approvals. 
· Ability to recognize misleading, outdated, or inconsistent information. 
· Understanding of search-engine optimization without compromising accuracy. 
· Strong project-management and documentation skills. 
· Cultural humility and respect for Haitian leadership. 
Technical changes should be implemented only by qualified personnel with approved access.

5. Website Content Principles
All website content must be:
· Accurate. 
· Current. 
· Approved. 
· Accessible. 
· Mobile responsive. 
· Multilingual where required. 
· Privacy protecting. 
· Culturally respectful. 
· Consistent with the brand. 
· Clear about goals versus achieved results. 
· Clear about eligibility and participation requirements. 
· Free from coercive humanitarian messaging. 
· Safe for children, patients, beneficiaries, and volunteers. 
· Supported by a documented owner and review date. 
· Archived or updated when no longer current. 
The website must not imply that humanitarian assistance depends on religious participation.

6. Website Content Governance
The Coordinator will establish a content register showing:
· Page or route. 
· Page title. 
· Purpose. 
· Audience. 
· Content owner. 
· Department reviewer. 
· Language availability. 
· Accessibility status. 
· Legal or policy review where needed. 
· Last updated date. 
· Next review date. 
· Publication status. 
· Analytics status. 
· Related forms or calls to action. 
· Archived versions. 
· Known issues. 
Suggested statuses include:
· Proposed. 
· Draft. 
· Department review. 
· Translation pending. 
· Accessibility review. 
· Security review where applicable. 
· Approved. 
· Scheduled. 
· Published. 
· Revision required. 
· Archived. 

7. Public Website Content Areas
The Coordinator should maintain content for:
· Homepage. 
· About UnityReach Global. 
· Mission and values. 
· Leadership. 
· Cap-Haïtien Mission overview. 
· Mission dates. 
· Programs. 
· Volunteer opportunities. 
· Participation contributions. 
· Payment schedule. 
· Family participation. 
· Each One, Reach One. 
· Training overview. 
· Readiness overview. 
· Partner information. 
· Donation and sponsorship. 
· Contact information. 
· Frequently asked questions. 
· Privacy. 
· Terms. 
· Accessibility. 
· Safeguarding. 
· Feedback and complaints. 
· News and updates. 
· Post-mission impact. 

8. Mission Information Accuracy
The following information must remain consistent:
· Location: Cap-Haïtien, Haiti. 
· Departure from FLL: December 14, 2028. 
· Crusade: December 15–23, 2028. 
· Fellowship/Vacation: December 24, 2028–January 3, 2029. 
· Return: January 3, 2029. 
· Single volunteer: $3,995. 
· Married couple: $5,995. 
· Each child: +$1,995. 
· Deposit: December 2027. 
· 25% payment: February 2028. 
· 25% payment: April 2028. 
· Final payment: June 2028. 
· Campaign goal: 50 + 50 = 100. 
· System capacity: 100–200 volunteers. 
Any approved change must be updated across all relevant pages, forms, emails, translations, and downloadable materials.

9. Program Pages
The website should accurately describe:
· Medical missions. 
· Dental outreach. 
· Vision outreach. 
· Basic medicines under qualified supervision. 
· Community meals. 
· Tuition assistance. 
· School supply kits. 
· Hygiene kits. 
· Clean-water projects. 
· Children’s programs. 
· Youth programs. 
· Clothing and shoe distribution. 
· Bible studies. 
· Evangelistic crusade. 
· Humanitarian relief. 
Each program page should identify:
· Program purpose. 
· Community partnership. 
· Volunteer needs. 
· Professional limitations. 
· Funding needs. 
· Safety and safeguarding standards. 
· Religious-freedom statement. 
· Measurable goal where approved. 
· Current status. 
· Contact or call to action. 
A proposed program must not be presented as fully funded or completed.

10. Volunteer Recruitment Content
Volunteer content should explain:
· Mission purpose. 
· Dates. 
· Location. 
· Available departments. 
· Role requirements. 
· Participation contribution. 
· Payment schedule. 
· Application process. 
· Screening. 
· Training. 
· Passport responsibilities. 
· Readiness. 
· Family participation. 
· Each One, Reach One. 
· Code of Conduct. 
· Safeguarding. 
· Cancellation and refund limitations. 
· Contact and support. 
The website must state that submitting an application or making a payment does not automatically guarantee deployment.

11. Each One, Reach One Web Experience
The /each-one-reach-one experience should provide:
· Campaign name and slogan. 
· 50 + 50 = 100 explanation. 
· How the referral process works. 
· Volunteer eligibility. 
· Referral links. 
· QR codes. 
· Sharing tools. 
· Recognition levels. 
· Progress toward the goal. 
· Privacy protections. 
· Frequently asked questions. 
· Registration call to action. 
· Multilingual content. 
The Coordinator will ensure that public progress distinguishes among:
· Registrations. 
· Applications. 
· Accepted volunteers. 
· Deposit-paid volunteers. 
· Fully paid volunteers. 
· Certified volunteers. 
· Active participants. 

12. Volunteer Portal Content
The volunteer portal should provide clear access to:
· Profile. 
· Application. 
· Payment milestones. 
· Referral dashboard. 
· Training center. 
· Readiness hub. 
· Documents. 
· Department assignment. 
· Notifications. 
· Support. 
· Certificate. 
· Mission timeline. 
· Travel and housing instructions when released. 
The Coordinator will ensure:
· Labels are understandable. 
· Calls to action are specific. 
· Deadlines are visible. 
· Empty states explain what happens next. 
· Errors do not expose private information. 
· Links remain functional. 
· Mobile navigation works. 

13. Training Content Coordination
For /volunteer/training, the Coordinator will support:
· Training-center introduction. 
· Module descriptions. 
· Lesson text. 
· Multilingual content. 
· Accessibility. 
· Captions and transcripts. 
· Deadline language. 
· Code of Conduct presentation. 
· Live-session information. 
· Practical sign-off explanations. 
· Support information. 
· Certificate instructions. 
Training completion logic remains under the authorized training system and must not be altered through content-only changes.

14. Readiness Content Coordination
The readiness hub should explain:
· Overall readiness percentage. 
· Status. 
· Categories. 
· Requirements. 
· Next steps. 
· Deadlines. 
· Holds. 
· Certification. 
· Mission timeline. 
· Support contact. 
· Difference between training certification and deployment readiness. 
The Coordinator must avoid exposing:
· Medical diagnoses. 
· Screening details. 
· Payment balances to unauthorized users. 
· Internal staff notes. 
· Safeguarding information. 
· Other volunteers’ readiness. 

15. Certificate Content
The Coordinator will maintain approved explanatory content for:
· Certificate eligibility. 
· Certificate meaning. 
· How to download or print. 
· How verification works. 
· Neutral failed-verification messaging. 
· Suspension or revocation inquiries. 
· Privacy. 
The public page must not reveal confidential details about invalid, suspended, revoked, or nonexistent certificates.

16. Donations and Fundraising Content
Donation pages should identify:
· Program purpose. 
· Approved donation categories. 
· Donation amount options. 
· Restricted and unrestricted support where applicable. 
· Secure payment route. 
· Tax-language limitations. 
· Refund or correction process. 
· Donor privacy. 
· Contact information. 
· Current verified goals. 
· Approved impact examples. 
· Prohibition against personal payment links. 
The Coordinator must obtain Finance and Partnerships approval before publishing financial claims.

17. Forms
Website forms may include:
· Volunteer inquiry. 
· Volunteer application. 
· Family registration. 
· Referral registration. 
· Donation. 
· Partnership inquiry. 
· Contact. 
· Feedback and complaints. 
· Accessibility request. 
· Training support. 
· Readiness support. 
· Media consent. 
· Newsletter subscription. 
Every form should:
· Collect only necessary data. 
· Explain purpose. 
· Provide privacy information. 
· Have clear required fields. 
· Support keyboard and mobile use. 
· Validate accessibly. 
· Provide a confirmation. 
· Route to an authorized owner. 
· Protect against spam and abuse. 
· Avoid revealing whether private records exist. 
· Maintain appropriate audit history. 

18. Multilingual Website Content
The website should support:
· English. 
· Haitian Creole. 
· French. 
· Spanish where appropriate. 
The Coordinator will ensure:
· Language selection persists in the volunteer profile. 
· Public pages provide appropriate language navigation. 
· English fallback is safe. 
· Translations are linked to the correct source version. 
· Outdated translations are flagged. 
· Critical content receives human review. 
· Forms and validation messages are translated. 
· Dates and currency are displayed consistently. 
· Search metadata is translated where practical. 
· Accessibility labels are translated. 
· Direction, accents, and punctuation are correct. 
· Review and approval history is retained. 

19. Translation Administration
In partnership with the Translation Coordinator, the website should track:
· Source item. 
· Target language. 
· Translator. 
· Status. 
· Last reviewer. 
· Review date. 
· Approval history. 
· Source version. 
· Completion percentage. 
· Rejection or correction notes. 
Suggested statuses include:
· Not started. 
· Draft. 
· In review. 
· Approved. 
· Rejected. 
· Outdated. 
· Revision required. 
Every material translation save should be recorded in the administrative audit log.

20. Accessibility
The Coordinator will support WCAG 2.2 AA requirements, including:
· Visible keyboard focus. 
· Keyboard operation. 
· Screen-reader labels. 
· Logical page structure. 
· Color contrast. 
· Text resizing. 
· Captions. 
· Transcripts. 
· Reduced motion. 
· Touch-target sizing. 
· Responsive layout. 
· Form instructions. 
· Accessible error identification. 
· Skip navigation. 
· Accessible tables. 
· Meaningful link text. 
· Language identification. 
· No critical information through color alone. 
· No horizontal overflow at common mobile widths. 
· Accessible documents or HTML alternatives. 
Required videos need captions and transcripts unless a formally documented accessibility exception provides an equivalent alternative.

21. Mobile and Responsive Quality
The Coordinator will verify key pages at representative widths, including approximately 390 pixels.
Priority pages include:
· Homepage. 
· Mission page. 
· Volunteer page. 
· Each One, Reach One. 
· Give or donation page. 
· Volunteer portal. 
· Training. 
· Readiness. 
· Certificate. 
· Feedback and complaints. 
· Contact. 
Checks should include:
· No horizontal overflow. 
· Readable text. 
· Usable navigation. 
· Forms that fit. 
· Tables that scroll appropriately. 
· Buttons that wrap. 
· Minimum touch targets. 
· Visible error messages. 
· Working language selection. 
· Stable media layout. 

22. Search-Engine Optimization
The Coordinator may manage:
· Page titles. 
· Meta descriptions. 
· Heading structure. 
· Descriptive URLs. 
· Internal links. 
· Image alt text. 
· Structured data where appropriate. 
· Social share images. 
· Canonical pages. 
· Sitemap. 
· Search indexing. 
· Redirects. 
· Multilingual metadata. 
· Accessible and descriptive link text. 
Search optimization must not use misleading keywords or exaggerated claims.
Sensitive portal, administrative, verification-token, and private pages should follow appropriate indexing controls.

23. Analytics
The Coordinator should monitor:
· Page visits. 
· Traffic source. 
· Language use. 
· Mobile versus desktop. 
· Volunteer-page conversion. 
· Application starts. 
· Application completion. 
· Referral-page conversion. 
· Donation conversion. 
· Training access. 
· Readiness access. 
· Form abandonment. 
· Accessibility issues. 
· Broken links. 
· Page speed. 
· Search traffic. 
· Campaign performance. 
· Error rates. 
Analytics must not collect unnecessary sensitive data or expose individual medical, financial, screening, or safeguarding information.

24. Content Personalization
Where website content changes based on role, language, or status, the Coordinator will ensure:
· Personalization uses authorized data. 
· Users do not see another person’s information. 
· English fallback does not reveal restricted content. 
· Role permissions remain authoritative. 
· Recruiters see only permitted referral information. 
· Staff views are restricted. 
· Test accounts are excluded from analytics. 
· Empty and error states remain neutral. 
· Cached pages do not expose prior users’ information. 

25. Privacy and Security Coordination
The Coordinator will:
· Use only approved website accounts. 
· Enable multifactor authentication where available. 
· Avoid sharing credentials. 
· Limit administrator access. 
· Review access periodically. 
· Remove former users. 
· Avoid embedding sensitive data in URLs. 
· Avoid publishing private documents. 
· Check forms for overcollection. 
· Escalate suspicious activity. 
· Preserve audit logs. 
· Coordinate incident response. 
· Avoid altering RLS or security helpers without qualified review. 
· Maintain neutral public verification failures. 
· Ensure staff-only and self-only data remains restricted. 
Content updates must not weaken underlying permissions.

26. Existing Security Controls
The Coordinator must respect the existing security posture, including:
· Row-level security. 
· Staff-only and self-only tables. 
· Service-role-only tables. 
· Audited administrative actions. 
· Secure certificate tokens. 
· Neutral verification failures. 
· Locked test records. 
· Separation of recruiter-facing information. 
· Exclusion of test data from public totals and analytics. 
· Documented security-definer helpers required by policy. 
The Coordinator should report security concerns rather than attempting unauthorized workarounds.

27. Website Change Requests
Every significant change request should identify:
· Requester. 
· Purpose. 
· Route or feature. 
· Audience. 
· Content. 
· Design impact. 
· Data impact. 
· Privacy impact. 
· Security impact. 
· Accessibility impact. 
· Translation requirements. 
· Analytics requirements. 
· Reviewer. 
· Approver. 
· Testing requirements. 
· Rollback plan. 
· Publication date. 
The Coordinator must prevent urgent content requests from bypassing critical review.

28. Content Updates Versus Functional Changes
Content updates
May include:
· Text. 
· Images. 
· Headings. 
· Program descriptions. 
· FAQ. 
· Approved dates and amounts. 
· Translations. 
· Links. 
Functional changes
May include:
· Database fields. 
· Authentication. 
· Payments. 
· Referral logic. 
· Readiness calculations. 
· Quiz behavior. 
· Certificates. 
· Notifications. 
· Exports. 
· Role permissions. 
· Admin controls. 
Functional changes require qualified technical review, testing, and authorization.

29. Quality Assurance
Before publication, the Coordinator will verify:
· Content accuracy. 
· Approval. 
· Spelling and grammar. 
· Translation. 
· Links. 
· Forms. 
· Mobile display. 
· Accessibility. 
· Images. 
· Captions. 
· Consent. 
· Privacy. 
· Security-sensitive information. 
· Analytics. 
· Search metadata. 
· Error handling. 
· Role visibility. 
· Browser behavior. 
· Revision date. 
Critical pages require signed-in role testing where applicable.

30. Manual UAT
The Coordinator will support—not falsely complete—the required manual verification of:
· Volunteer role walkthroughs. 
· Department leader access. 
· Staff access. 
· Administrator access. 
· Screen readers. 
· Live email and Telegram. 
· Approved load testing. 
· Corrective actions. 
· Retesting. 
· Final launch review. 
Tests must record:
· Result. 
· Tester. 
· Date. 
· Environment. 
· Notes. 
· Evidence for critical tests. 
The site must remain Ready with conditions until critical manual work is completed and documented.

31. Broken Links and Error Management
The Coordinator will:
· Conduct regular link checks. 
· Monitor 404 errors. 
· Review form failures. 
· Identify outdated redirects. 
· Correct broken internal links. 
· Replace outdated external sources. 
· Maintain helpful error pages. 
· Avoid error messages that expose system details. 
· Track unresolved problems. 
· Escalate technical defects. 
· Verify fixes. 
· Archive the resolution. 

32. Website Support Requests
The Coordinator will organize support for:
· Application access. 
· Referral links. 
· QR codes. 
· Training access. 
· Language selection. 
· Readiness status display. 
· Document uploads. 
· Certificate download. 
· Certificate verification. 
· Donation links. 
· Accessibility barriers. 
· Broken pages. 
· Incorrect public content. 
· Privacy concerns. 
Content staff must not change authoritative status records simply to resolve a display complaint.

33. Crisis Website Management
During an emergency, the Coordinator will:
· Pause unrelated promotional content. 
· Follow the Communications Director, Mission Director, and Safety Officer. 
· Publish only approved verified updates. 
· Avoid naming affected persons without authorization. 
· Avoid publishing security-sensitive information. 
· Activate approved alert banners where appropriate. 
· Update mission status consistently. 
· Preserve previous content. 
· Monitor misinformation. 
· Provide authoritative contact routes. 
· Remove outdated emergency notices promptly. 
· Document every change and approval. 

34. Website Content Archive
The Coordinator will preserve:
· Published versions. 
· Translations. 
· Approval history. 
· Publication and removal dates. 
· Campaign landing pages. 
· Mission updates. 
· Public financial claims. 
· Program statistics. 
· Corrections. 
· Emergency notices. 
· Terms, privacy, and policy versions. 
· Forms and consent language. 
· Social share images. 
· Downloadable materials. 
The archive should allow UnityReach Global to determine what the public saw at a particular time.

35. Authority
Within approved policies, the Coordinator may:
· Draft and edit website content. 
· Manage the content calendar. 
· Request department reviews. 
· Publish approved routine content. 
· Correct minor typographical errors. 
· Remove outdated or unsafe content. 
· Pause publication. 
· Request translation. 
· Request accessibility correction. 
· report security or privacy concerns. 
· coordinate approved website QA. 
· recommend new pages and content improvements. 
· maintain redirects and metadata through authorized methods. 
The Coordinator may not independently change authentication, payment, RLS, certificate, readiness, referral, or database logic.

36. Limitations
The Coordinator may not:
· Rebuild or remove existing functionality without authorization. 
· Publish unapproved dates or prices. 
· Change payment records. 
· Change referral attribution. 
· Mark training complete. 
· Change readiness status. 
· alter security rules. 
· expose private dashboards. 
· publish patient or child information without consent. 
· use personal donation links. 
· guarantee acceptance, refunds, safety, or tax deductions. 
· install unapproved tracking. 
· publish unreviewed critical translations. 
· mark UAT passed without execution. 
· disable accessibility controls. 
· expose error details publicly. 
· delete historical content needed for audit or legal purposes. 

37. Website and Digital Content Workflow
The standard workflow should be:
Content Need Identified → Content Owner Assigned → Source Facts Collected → Draft Created → Department Review Completed → Privacy and Safety Review Completed → Translation Completed → Accessibility Review Completed → Technical Impact Classified → Approval Obtained → Staging Review Completed → Role and Mobile Testing Completed → Content Published → Analytics and Feedback Monitored → Corrections Recorded → Version Archived

38. Timeline and Deliverables
Phase 1: August–September 2026
The Coordinator will:
· Meet with the Communications Director and Mission Director. 
· Audit the website. 
· Inventory public and portal routes. 
· Draft the Website and Digital Content Plan. 
· Establish content owners. 
· Create the content register. 
· Identify October 1 registration-launch requirements. 
· Verify mission dates and participation costs. 
· Create multilingual requirements. 
· Establish accessibility standards. 
· Develop website approval and QA procedures. 
· Prepare the preliminary budget. 
· Create the website-content risk register. 
Required deliverables
· Website and Digital Content Plan. 
· Route and content inventory. 
· Content ownership matrix. 
· Content register. 
· Approval workflow. 
· Translation framework. 
· Accessibility framework. 
· QA checklist. 
· Preliminary budget. 
· Risk register. 

Phase 2: Registration Launch — October–December 2026
The Coordinator will:
· Publish or verify registration content. 
· Confirm volunteer pages. 
· Confirm contribution and payment information. 
· Launch Each One, Reach One content. 
· Verify referral links and QR codes. 
· Publish multilingual campaign pages. 
· Confirm application instructions. 
· Test mobile layouts. 
· Test accessibility. 
· Monitor errors and questions. 
· Correct inconsistent content. 
· Archive launch versions. 
· Track conversion analytics. 
By December 31, 2026
The Coordinator should have:
· Accurate public mission pages. 
· Functional volunteer calls to action. 
· Each One, Reach One content. 
· Multilingual content. 
· Mobile and accessibility validation. 
· Content analytics. 
· Documented launch improvements. 

Phase 3: January–December 2027
The Coordinator will:
· Expand program pages. 
· Develop leadership and department content. 
· Maintain recruitment content. 
· Support referral dashboards. 
· Publish fundraising and partnership pages. 
· Develop family participation content. 
· Build training information. 
· Maintain FAQs. 
· conduct quarterly content reviews. 
· Monitor accessibility. 
· Update translations. 
· Track analytics. 
· prepare content for the December 2027 deposit milestone. 

Phase 4: January–June 2028
The Coordinator will:
· Publish payment milestone reminders. 
· Maintain targeted recruitment content. 
· Expand training and readiness content. 
· Publish verified program preparation. 
· Improve volunteer portal guidance. 
· Review privacy and permissions. 
· Monitor referral administration content. 
· Update fundraising goals. 
· Correct outdated content. 
· Conduct accessibility and mobile audits. 
· Prepare for the transition to intensive training. 

Phase 5: July–September 2028
The Coordinator will:
· Finalize mission program pages. 
· Close or limit recruitment pages when directed. 
· Update volunteer readiness guidance. 
· Prepare travel, housing, packing, and conduct content. 
· Review all multilingual critical pages. 
· Conduct role and route audits. 
· Test forms. 
· Test certificate and verification content. 
· Prepare field-update page templates. 
· Prepare crisis banners. 
· Conduct security-sensitive content review. 

Phase 6: October–November 2028
The Coordinator will:
· Prioritize training and readiness support. 
· Publish final mission preparation guidance. 
· Verify volunteer portal links. 
· Update FAQs. 
· Monitor high-volume support issues. 
· Complete accessibility corrections. 
· Test multilingual forms and errors. 
· Support notification content. 
· Prepare field publishing procedures. 
· Conduct signed-in UAT with authorized testers. 
· Document failures and retests. 

Phase 7: December 1–13, 2028
The Coordinator will:
· Freeze critical dates and cost content unless authorized changes occur. 
· Publish final approved travel guidance. 
· Confirm mission countdown. 
· Verify public and volunteer routes. 
· Confirm emergency contacts. 
· Prepare departure and field update pages. 
· Test website backups and administrative access. 
· Remove temporary test content. 
· Ensure test accounts remain excluded. 
· Confirm crisis update procedures. 
· Submit final website readiness certification to the Communications Director. 

39. Departure Day — December 14, 2028
The Coordinator will:
· Monitor the website. 
· Publish approved departure updates. 
· Avoid sensitive flight, passport, or housing details. 
· Update emergency notices if needed. 
· Monitor forms and support. 
· Confirm volunteer portal availability. 
· Coordinate arrival updates. 
· Correct misinformation. 
· Record changes. 
· Preserve content versions. 

40. Active Mission Operations — December 15–23, 2028
The Coordinator will:
· Publish approved daily mission updates. 
· Verify all program facts. 
· Maintain multilingual priority content. 
· Update schedule changes when public communication is authorized. 
· Monitor website forms. 
· Route inquiries. 
· Correct errors. 
· Protect beneficiary privacy. 
· Avoid unverified counts. 
· Support donation pages. 
· monitor performance and uptime. 
· Pause routine content during incidents. 
· Archive every published field update. 

41. Fellowship Period — December 24, 2028–January 2, 2029
The Coordinator will:
· Maintain mission and fellowship updates. 
· Distinguish mission funds from optional volunteer activities. 
· Publish approved volunteer reflections. 
· Prepare final impact pages. 
· Correct preliminary counts. 
· Maintain support and complaint access. 
· Prepare return information. 
· Conduct content and analytics review. 
· Reconcile multilingual updates. 
· Prepare post-mission publication schedule. 

42. Final Day — January 3, 2029
The Coordinator will:
· Publish approved return updates. 
· Avoid sensitive live travel information. 
· Update mission status only after verification. 
· Monitor support and emergency inquiries. 
· Archive the final-day content. 
· remove temporary deployment access. 
· Secure website administrator accounts. 
· Confirm ongoing certificate verification. 
· Prepare the preliminary digital report. 
· Begin transition to post-mission impact content. 

43. Records and Documentation
The Coordinator must maintain:
· Website and Digital Content Plan. 
· Route inventory. 
· Content register. 
· Content drafts. 
· Source facts. 
· Review and approval history. 
· Translation status. 
· Accessibility tests. 
· Mobile tests. 
· UAT results. 
· Publication history. 
· Corrections. 
· Form ownership. 
· Analytics. 
· SEO records. 
· Change requests. 
· Crisis updates. 
· Archived versions. 
· Privacy and security referrals. 
· Final evaluation and lessons learned. 

44. Performance Indicators
Performance may be evaluated using:
· Public content accuracy. 
· Percentage of pages with assigned owners. 
· Percentage reviewed on schedule. 
· Translation completion. 
· Accessibility compliance. 
· Mobile usability. 
· Broken-link rate. 
· Form completion rate. 
· Volunteer application conversion. 
· Referral conversion. 
· Donation conversion. 
· Training and readiness support usage. 
· Page performance. 
· Error-resolution time. 
· Number of privacy or security incidents. 
· UAT completion. 
· Content correction rate. 
· Archive completeness. 
· User satisfaction. 
· Timeliness and accuracy of reporting. 

45. Key Risks to Manage
The Coordinator must actively manage:
· Outdated dates or prices. 
· Duplicate or conflicting pages. 
· Rebuilding existing functions unnecessarily. 
· Broken forms. 
· Broken referral links. 
· Inaccessible content. 
· Mobile overflow. 
· Unapproved translations. 
· Private data exposure. 
· Incorrect role permissions. 
· Unverified impact claims. 
· Personal donation links. 
· Website defacement. 
· Unauthorized administrator access. 
· Security-sensitive content. 
· Patient or child privacy violations. 
· Test data in public totals. 
· Certificate-verification leakage. 
· Readiness status errors. 
· UAT marked passed without evidence. 
· Crisis information published without approval. 
· Missing content archive. 

46. Immediate First 30-Day Action Plan
Within the first 30 days, the Website and Digital Content Coordinator should:
1. Meet with the Communications Director and Mission Director. 
2. Audit the existing website and portals. 
3. Create the route and content inventory. 
4. Draft the Website and Digital Content Plan. 
5. Assign content owners. 
6. Verify mission dates, costs, and payment schedule. 
7. Review the October 1, 2026 registration pathway. 
8. Review Each One, Reach One integration. 
9. Establish content approval levels. 
10. Establish multilingual workflows. 
11. Establish WCAG 2.2 AA requirements. 
12. Create mobile and responsive QA standards. 
13. Define content versus functional change procedures. 
14. Establish privacy and security coordination. 
15. Create the content archive process. 
16. Prepare the preliminary budget. 
17. Create the website-content risk register. 
18. Prepare the site for the registration and campaign launch. 

47. Closing Responsibility Statement
The Website and Digital Content Coordinator is responsible for ensuring that UnityReach Global’s website remains a trustworthy source of information and a dependable entry point into recruitment, referrals, training, readiness, giving, and mission participation.
The role requires more than publishing pages. It requires disciplined content ownership, multilingual accuracy, accessibility, privacy, security awareness, testing, version control, and protection of the existing digital systems already built.

