
JOB DESCRIPTION

POSITION TITLE



Web Designer/Editor




REPORTS TO:



Marketing-Communications

PRIMARY FUNCTION: 
The Web Designer/Editor develops the strategy and implementation for the college’s online marketing and communications efforts.

AREAS OF RESPONSIBILITY:


1. Provides leadership, crafts strategy and devises policies for effective online marketing communications.

2. Along with a member of Instructional and Institutional Technologies  (IIT) staff , develop and maintain appropriate policies and procedures for the website. Also leads development and maintains style standards for the website.
3. Provide professional expertise as needed for featured websites: i.e. special events, archival exhibits, public radio programs, etc., for marketing-communications clients.

4. Along with a member of Instructional and Institutional Technologies  (IIT) staff, serve as the primary contact for “webmaster@stolaf.edu,” responding to student, faculty, staff and public inquiries.
5. Provides marketing and communications expertise to assist academic and administrative departments to create and maintain their department websites; assist, as necessary, through training or support, with the management of those sites.
6. Serve as a member of the marketing-communications staff, assisting with writing, editing and other projects as necessary.

SUPERVISORY RESPONSIBILITIES: 
Supervise student employees for web-related projects.

CONTACTS:
Director of Marketing-Communications, Vice President for Advancement and College Relations; St. Olaf Community.

EDUCATION: 
Essential:
Bachelor’s Degree


Desirable:
Communications, computer science or design degree 

EXPERIENCE:
Essential:
2 – 4 years experience in the following areas: 



web site design including use of HTML, CSS, web 

publishing software (Dreamweaver, Photoshop, Illustrator), content management systems; programming with Cold Fusion; basic database design, particularly in relation to interactive websites; teaching/leading workshops.


Desirable:
Web design experience in a marketing setting. Experience in higher education setting. E-marketing experience a plus.

KNOWLEDGE, SKILLS, ABILITIES:

· Strong content development, writing, editing and communications skills.

· Proficient skills in both PC and Mac platforms, as well as MS Office Suite software.

· Ability to develop and maintain excellent working relationships and interact with campus community and external customers/clients. 

· Excellent organizational, verbal and written communication skills; interpersonal, analytical, reasoning and problem solving/troubleshooting skills. 

· Ability to multi-task, set priorities, and meet deadlines.

· Must be a self-starter/independent worker coupled with the ability to work in a team environment.

· Must have excellent customer service awareness.

· Ability to implement new technologies and act as change agent.

PHYSICAL DEMANDS:
na

WORKING ENVIRONMENT:
Campus Office

WORK SCHEDULE:
FTE: 
1.0


Term: 
Full Year


Shift: 
Campus office hours; could include some evening and weekend hours.

APPROVAL:                                                 Janet Thompson

DATE:




September 2007

