Job Description

Webmaster/Web Developer

	Company Name
	

	Employee Name
	     

	Reports to: 
	

	Hire Date
	     

	Employee Classification:  FORMCHECKBOX 
 Temporary      FORMCHECKBOX 
 Regular Full Time      FORMCHECKBOX 
 Regular Part Time

	Status
	


Position Objective:

Design, build, and maintain corporate website. Set overall e-commerce objectives and vision, with ultimate responsibility to contribute strongly to company profitability and meet strategic marketing goals.

Responsibilities:


• Prepare annual plans for the Web site identifying goals, operational objectives, strategic approach, and budget requirements.

    
• Determine proper site architecture for the presentation of corporate content.

    
• Develop website infrastructure and applications and assure technical performance.

    
• Manage the content, flow and accessibility of information on the site.

    
• Work with Merchandising Department to deliver new products to the website.

    
• Deploy integrated marketing campaigns that include direct email transmissions, search engine 

placement and keyword advertising.

    
• Provide reports such as monthly sales and promotional cost-benefit analysis.

    
• Maintain proper security of the Intranet/Internet site.

    
• Assist in the planning of overall company strategy involving Internet usage and customer interactivity 

via the Web.

    
• Make hardware and/or software purchase recommendations or decisions regarding Web development.

    
• Perform overall administration of the website.

• Perform related duties as assigned by the Vice President of Marketing.

Working Environment/Equipment Used:

• Work is done in an office environment, dress appropriate to business needs

    
• Daily functions require use of modern technology to include but not limited to: computers, printers, fax 


machines, and telephones.

Qualifications/Attributes:

• College degree and/or experience in www site development and management from a communication, marketing and customer service point of view, combined with a strategic understanding of the Internet marketplace.

    
• Proven ability to set up a database driven, interactive web site with data collection.

    
• Advanced technical aptitude and knowledge of Web technologies and appreciation of browser 

compatibility issues.

    
• Knowledge of effective Web authoring practices and presentation techniques.

    
• Proficiency in web servers and operating systems, including but not limited to: Windows NT, Windows 

2000, SQL Server, Commerce Server, and Internet Information Server.

    
• Proven technical experience in Web Design and Development tools, including but not limited to: Visual 

InterDev, ASP, HTML, SQL, JavaScript, XML, PhotoShop, and Illustrator.

• Experience in project coordination and the ability to remain aware of long-term goals while producing immediate solutions.

• Proven graphics and design skills.

	Acknowledgement:

I have received a copy of my job description and I understand the requirements of the Bindery Operator position.



	Employee’s signature


	Date

	Supervisor’s signature


	Date



