City of Chattanooga, TN

Classification Title:  Web Master

	Department: 
	Information Services
	Pay Grade:
	TBD

	Supervision Received From:
	
Network Manager
	FLSA Status:
	Non-Exempt

	Supervisory Responsibility For:
	
Lead responsibility over employees within City departments who have website responsibility
	Established:

Revised:
	06/29/07

05/14/12


CLASSIFICATION SUMMARY:

Incumbents in this classification are responsible for designing, operating, and maintaining all City-owned websites.  Duties include:  training and providing technical support to users of web development software; coordinating service requests for all City webpage changes; and, ensuring citizen access to all on-line services such as 311 on-line, job openings, court and tax payments, ticket sales, news releases, and departmental event calendars.  Work is performed with limited supervision.
SERIES LEVEL:

The Web Master is a stand-alone classification in Information Services.
ESSENTIAL FUNCTIONS:

(The following duties ARE NOT intended to serve as a comprehensive list of all duties performed by all employees in this classification, only a representative summary of the primary duties and responsibilities. Incumbent(s) may not be required to perform all duties listed and may be required to perform additional, position-specific duties.)

· Creates, updates, and maintains the web pages on the City’s website, which includes: creating and maintaining pages with search links; customizing web pages; testing and implementing multiple new web features; optimizing photos; creating graphics; and/or, performing other related activities.

· Originates and edits web content related to business information and communications; maintains site map and file directory structure; coordinates updates and changes.

· Recommends hardware, software, functionality, content, design, and technical upgrades and improvements for the web site by keeping abreast of technology trends and issues; evaluates applicability of new technologies that maximize opportunities for user interest and access.

· Creates graphics and layouts for web sites.

· Monitors and assesses web site attractiveness, usability, and design; drafts and implements design changes that maximize opportunities for user interest and access.

· Leads and participates on project teams to help internal departments understand needs; analyzes, designs, and assists in developing appropriate solutions.

· Implements web site direction, content, messages, and delivery structures.

· Develops and ensures adherence to standards and procedures for the proper and efficient uses of web site technology.

· Troubleshoots web site problems, system errors and problems, and usability issues.

· Understands, develops, modifies, and enforces styles, standards, and maintenance processes and procedures that assure professional quality presentation, continuity, and editorial integrity.

· Trains internal departments on the use of applicable web applications.

· Provides technical support to internal departments on problems with web applications and/or other related web development issues.

· Uses, carries, and answers their cell phone for business purposes as determined by the assigned job duties and the department head.

· Performs other duties as assigned.

MINIMUM QUALIFICATIONS:

High School Diploma, or G.E.D., completion of college coursework or vocational/ technical training in Computer Science and one year of previous experience involving website design and maintenance, including training in RedDot administration.

LICENSING AND CERTIFICATIONS:

Valid Tennessee Driver's License;

HTML, ASP, and VBScript Certifications;

Adobe Flash and Photo Editing Certifications preferred.

KNOWLEDGE AND SKILLS:

Knowledge of Internet concepts; customer service principles; HTML programming; web site design and development methods, principles, and practices; and, customer service principles.

Skill in using computers and related software applications; providing customer service; identifying, analyzing, and resolving problems; facilitating training; programming in HTML language; managing projects; establishing and following procedural and technical standards; prioritizing tasks; creating graphics and web layouts; monitoring and assessing web sites; developing web content; and, communication and interpersonal skills as applied to interaction with coworkers, supervisor, the general public, etc. sufficient to exchange or convey information and to receive work direction.

PHYSICAL DEMANDS

Positions in this class typically require: fingering, talking, hearing, seeing and repetitive motions.

WORK ENVIRONMENT:

Sedentary Work: Exerting up to 10 pounds of force occasionally and/or a negligible amount of force frequently or constantly to lift, carry, push, pull or otherwise move objects, including the human body.  Sedentary work involves sitting most of the time.  Jobs are sedentary if walking and standing are required only occasionally and all other sedentary criteria are met.

SPECIAL REQUIREMENTS:

Safety Sensitive:  N  

Department of Transportation - CDL: N

Child Sensitive: N

The City of Chattanooga, Tennessee is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act, the City will provide reasonable accommodations to qualified individuals with disabilities and encourages both prospective and current employees to discuss potential accommodations with the employer.
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