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JOB SUMMARY

As an integral member of the Information Department’s team, the Webmaster assists the IS Manager in meeting the goals and objectives of the company through the design, maintenance, update and management of the organization’s web-based publications.

The Webmaster will use a combination of his/her design and technical skills to make these Web sites aesthetically pleasing, functional, interactive, and easily navigable.  The Webmaster will take a leadership role in fostering user input in the enhancement of the company’s Web sites and Intranet.

ESSENTIAL FUNCTIONS

· Assures that information on the company’s Web sites is represented in a clear and concise manner and that these Web sites meet the high standards of Company publications  

· Supports the IS Manager and other staff members in the accomplishment of their duties as they relate to the organization’s Web publications.

· Under the IS Manager’s direction, works with appropriate staff from the company's retail operation, Finance, and Information departments to develop and maintain e-commerce solutions on our Web site(s). 

Primary Duties and Responsibilities: 

Responsibilities include, but are not limited to the following technical and creative functions:

· With assistance from the Information Director, solicits stories from Company staff and external writers on a regular basis.

· Using his/her creative skills, develops a consistent design structure for each of the Company’s Web site publications.

· Supports the IS staff with the design of Web pages that support new and existing internet-based IS map (Internet Map Server) applications.

· Identifies, implements, and maintains an e-commerce solution for the organization’s Web site(s).

· Assists the MIS/Database Manager, Personnel and Operations Director and Communications/Public Relations Director in developing intranet Web pages, forms and structures to serve the organization’s internal needs.

· Implements multimedia solutions for our Web site(s) (web cams, streaming video, animation and audio clips) where appropriate, and within the high standards of quality of other Company publications.

· Develops online discussion forums and/or similar interactive tools that directly serve our core constituency.

· Makes recommendations to the IS Manager and MIS Support Provider/Database Manager regarding design issues, upgrades, and security relating to Internet and Intranet presents.

· Provides for stable and high-speed connectivity to existing network.

· Monitors Web use and provides relevant statistical data and reports regarding utilization of the Company’s Web sites, making recommendations for enhancements that will increase access and utilization by internal and external constituencies.

· Assists the MIS Support Provider in monitoring software licenses to ensure compliance.

· Insures that all Internet and Intranet Standards are met and that the Company does not intentionally violate any standards that would place the Company’s domain in jeopardy.

· In conjunction with the IS and MIS staff maintain and administer all legal Internet domains owned by the Company.

· Responsible for seeking and investigating new ways to serve the Company’s internal and external constituencies and for ways to use the Internet and Intranet to more effectively in order to increase the Company’s internal efficiency, flow of information and communication systems.

· Utilize technology to provide staff with a fast, accurate, and secure method of gaining access to information, so that they can service internal and external constituencies in the fastest, most efficient, timely and professional manner possible.

· Operates with a high degree of autonomy and represents the Company in interactions with internal and external constituencies in a calm, friendly, and efficient manner.

· Assists in the plans and development of systems for the carrying out of annual tasks such as the Implementation Plan.

· Develops and implements training programs, seminars, and tip sheets to assist staff members in the use of the Company’s Web sites (internet and intranet).
Assists the IS Manager with special tasks related to our Web site(s) 

Policy and Regulations

· Adheres to the company's mission, operating philosophy, policies and procedures as well as State and Federal regulations regarding the conduct of employees.

· Promotes a positive image of the Company to staff and community and to all consumers of services.

· Assures and protects the confidentiality of Board members, contributing members, and staff in accordance with Federal and State regulations and the policies of the company.

· Demonstrates a commitment to established ethical standards. 

Training and Supervision

· Attends initial job orientation and training. 

· Attends supervisory meetings, staff and departmental meetings, team meetings, and training sessions as needed, or as determined by the supervisor.

· Seeks individual supervision and participates in training in areas he/she, in conjunction with his/her supervisor, deemed necessary to meet job performance and professional development expectations.

· Remain current in technology, findings and events in the field of Web site management and design and other issues related to his/her work. 

Supervisory and Functional Relationships

· The Webmaster reports to and is supervised by the IS Manager.

· The Webmaster may supervise and coordinate the work of members of the temporary pool, interns and/or volunteers.

· Maintains professional relationships with Board Members, Contributing Members, outside agencies and organizations, State and Federal agencies and Company staff, vendors, foundations, corporations, and others who may do business or become associated with the Company.

Position Classification
· The classification of this position is considered exempt from the provision of the Fair Labor Standards Act.

· An employee who fills this position is hired “at-will.”

· Half-time schedule, 20 – 25 hours per week.

· The customary workweek is Monday – Friday.  Although the office is open 8 a.m. through 5 p.m., working hours and schedules must be flexible and are subject to change. 

Certificates, Licenses
· Valid driver’s license.

· Vehicle(s) used for Company business will be subject to inspection by the supervisor, must be registered, inspected, and insured in accordance with State Motor Vehicle Regulations

Essential Knowledge, Abilities, And Skills 

The Webmaster who functions well in this position has the ability to and will: 

· Supervise, work, and communicate with a diverse group of professional staff members.

· Communicate effectively with supervisors and members of the IS, web, as well as Company staff

· Serve as a mentor and coach to other members of the staff and volunteers.

· Work as a member of various interdisciplinary and organizational teams.

· Assure the integrity and confidentiality of all Company data and records.

· Exercise leadership as well as to work in a collaborative team relationship with professionals and paraprofessionals from a variety of disciplines within and outside the company.

· Accept and utilize administrative direction and consultation.

· Recognize the needs and concerns of people and maintain constructive working relationships with them.

· Communicate effectively with department and team members, educators, and consumers.

· Communicate in all interactions - orally and written - in a direct, clear, concise, and professional manner.

· Establish and maintain effective interpersonal relationships with the Company’s internal and external constituencies and other employees.

· Respond to inquires and complaints in a tactful, effective manner.

· Ensure that all required paperwork is completed accurately, and is submitted in accordance with established guidelines.

· Make appropriate use of monies designated for activities related to the position, documenting expenses with receipts.

· Keep accurate records of activities and submit monthly activity summary, weekly activity record and payroll expense sheets to supervisor in accordance with established payroll policies and procedures.

· Exhibit good judgment, honesty, integrity, responsibility, and punctuality through the utilization of professional work standards.

· Organize work tasks and job duties through the effective utilization of time management in order to complete assignments and position responsibilities according to deadlines and criteria.

· Exhibit a personal commitment to excellence and the mission of a growing community development organization and the ability to work in a goal-oriented, team environment.

QUALIFICATIONS

Education and/or Experience: A BS/BA degree in computer science or related field with coursework in at least two of the following: digital media, web design, computer programming, or writing or equivalent coupled with relevant and progressive professional experience as approved by the Chief Operating Officer. 

Demonstrated ability to: attend to details within a multi-task work environment; edit text for proper grammar and spelling; work with a team of professionals who possess skills in traditional publications, web development, systems administration, and Information Systems (IS); through superlative interpersonal communication skills develop partnerships and linkages with internal and external constituencies; in developing and maintaining dynamic Web site functions such as e-commerce, discussion boards, and daily content updates; supervise staff, interns and volunteers.  

Presentation Skills: A solid understanding of the elements of artistic design.  Appropriate use of color and the ability to compose web pages that please the eye and convey information.

Language Skills: The ability to read, synthesize, and present scientific information for a general web audience. Ability to read, develop, analyze, and interpret routine and complex documents.  Ability to respond effectively to internal and external inquiries or complaints.  Knowledge of and excellent skills in business English and journalistic writing, correspondence, grammar and spelling.  Skill in producing and editing well balanced grammatically correct and attractively arranged materials, publications, forms and documents for the Web. 

Mathematical Skills: Process a strong mathematical aptitude and analytical/problem solving skills.  Ability to assess Web statistics and make comparative analyses.  

Reasoning Ability: Ability to define problems, collect data, establish facts, and draw valid conclusions.  Ability to anticipate needs and exercise independent judgement, organize and establish priorities.  

Computer Skills and Office Equipment: Extensive experience with HTML, a standard Web site creation software program (such as MS FrontPage or Macromedia Dreamweaver), and skills in Adobe PhotoShop, Macromedia Fireworks or similar design software is required.  Skills in JavaScript, XML, Active Server Pages, and DHTML are highly desirable.  Skills in other server-side and client-side web languages such as VBScript, VB, C++, Java, Perl, SGML, ColdFusion, ActiveX, etc. would also be valuable. Knowledge of W3C standards, current browser technology, and search engines is also important. Knowledge of all types of office and audio-visual equipment.  

Other Skills and Abilities: Ability to be a self-starting, strategic thinker and to make sound decisions in the treatment and utilization of the human and fiscal resources present in the organization. Knowledge of the principles and practices of supervision and mentoring. Ability to develop and conduct interactive training sessions that incorporate experiential learning and techniques appropriate for the adult learner.  Strong orientation to detail.  Excellent oral and written communication skills, and interpersonal skills to deal effectively with all levels within the organization, the public, members, and customers with tact and diplomacy.  Demonstrate cooperation interacting with a variety of professionals and all levels of management and consumers. Courtesy and tact in contacts with internal and external constituencies.  A desire to learn and undertake new and unfamiliar job responsibilities and tasks. Willingness to work collaboratively in a team oriented environment and to contribute and participate in organizational activities and meetings using a team approach to administrative problem solving and decision making.  Ability to remain calm in potentially stressful situations.  Flexibility and a willingness to adapt to change is essential.  Well developed organizational skills with the ability to prioritize and balance multiple assignments simultaneously. 

Physical Demands: The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.   While performing the duties of this job, the employee is regularly required to sit for long periods of time; use hands to finger, handle, or feel objects, tools, or controls; climb or balance; stoop, kneel, crouch, or crawl; and talk or hear. The employee is occasionally required to stand, walk, and reach with hands and arms. The employee may be required to lift up to 25 pounds up to shoulder level.  The employee may be required to climb up and down several flights of stairs in order to reach their work site and to meet with other members of the company’s staff. Specific vision abilities required by this job include close vision.
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