WEBMASTER

Job Description

Information and Instructional Technologies

St. Olaf College

June 2006

Abilities, Knowledge and Skills

*
B.A. or B.S. Degree

*
3 to 5 Years experience with web server management.

*
3 to 5 Years experience with Web programming languages (HTML, CGI, Java, Javascript, 

*
1 to 3 years experience managing and maintaining a Cold Fusion server.

*
Experience with database design and use, particularly in relation to interactive web sites. Experience with SQL and Access preferred.

*
Well-versed with HTML editors, desktop publishing software, ImageReady, and Photoshop; experience with HTML, Java, and Javascript a plus.

*
Well-versed Course Management Systems (Moodle, WebCT, Blackboard, etc.)

*
Well-versed with Microsoft Office

*
Effective writing and communication skills

*
Attention to detail a must

*
Previous writing or editing experience.

*
Previous workshop or teaching experience.

*
Strong organizational skills

*
Effective managerial, supervisory, and interpersonal skills

*
Ability to work effectively in a team environment

The Webmaster is a member of a team-oriented staff and shares in the responsibility of providing the St. Olaf community with web-based computing services. The Webmaster is responsible for managing the St. Olaf web servers, coordinating the publication(s) of Information and Instructional Technologies (IIT).  The Webmaster is also responsible for assisting faculty and students with computer questions and problems.  The Webmaster reports to the Director of Information and Instructional Technologies.

50% -- Web Services

Responsible for maintaining the campus web-based services.

-- Work with the systems team to ensure that central Web server software, hardware, and file systems are appropriate for the needs of the community

-- Install and configure needed software for web-based applications
-- Provide technical assistance to department web content providers

-- Draft Web policy statements

Responsible for coordinating and managing the web-based course management system.

-- Train and oversee the IIT staff who provide general course management system support

-- Respond to technical and application issues

-- Teach faculty and staff members how to effectively use the campus course management system.

Responsible for coordinating, guiding and assisting faculty and staff in the development of web-based departmental and curricular materials.

-- Assist with the development of departmental and course related web materials

-- Train and oversee the student employees who provide HTML and general Web training and assistance to the academic community 
30% -- Programming Services

In collaboration with the faculty design and develop custom web and database applications for curricular applications.

In collaboration with the staff design and develop custom web and database applications designed to improve office efficiencies and to enhance the college operations.

Research and recommend innovative ways web-technologies could be implemented to enhance the learning environment or could be used for streamlining campus business practices in a cost effective manner. 

Develop and maintain Cold Fusion database-to-web applications.

10% -- Communication, Documentation, and Education

Responsible for coordinating IIT documentation and communications.

--Responsible for the timely and accurate revision and updating of IIT’s publications/documentation, which includes proposing new projects, determining appropriate degree of revision, verifying contents, and editing and producing the work

--Responsible for the writing, editing and preparation of an electronic newsletter.

-- Edit IIT reports, publications, announcements, and other IIT material as requested.

--Coordinate and collaborate with the OnLine Marketing Specialist to ensure that the St. Olaf web site is informative, educational, consistent, and professional looking.

-- Prepare and present computer workshops and seminars on IIT-supported hardware and software

5% -- Student Supervision

Select, train, and supervise student web and documentation assistants as necessary to carry out job responsibilities.

5% -- Other IIT Duties

-- Attend all staff meetings

-- Evaluate new technologies and software appropriate to St. Olaf

-- Prepare monthly activity reports

-- Participate in group projects
-- Perform other duties as requested by the Director of IIT

CONTACTS

The Webmaster has daily contact with all members of the St. Olaf community.  He or she also serves as one of two primary contacts for all electronic correspondence from individuals using the St. Olaf website.   He or she represents the college at regional and national conferences dealing with web services.

WORK SCHEDULE

The Webmaster is a fulltime position.  Some evening and weekend hours are required for maintenance, upgrades, and system updates.

