__________ County Government
Job Description

Job Title:
Web Services Coordinator
Department:
Information Technology
Reports to:
Department Director
FLSA Status:
Exempt
EEO Code:
C
Issue Date:
06/09
Revised Date:
7/12/17
The intent of this job description is to characterize the typical tasks performed by individuals in this position and should not be considered an all-inclusive listing of work requirements and duties. Other tasks may be assigned at the discretion of management including work in other functional areas.  All Employees must have legal authorization to work in the United States.
Job Summary:
 
Under general supervision, the purpose of this position is to maintain the appearance and organizational structure of County Websites in order to provide customer friendly internet resources for citizens and employees.
Essential Duties and Responsibilities:

1. Develops, maintains and updates County Website as needed.
2. Works with user department and agencies to assess their needs and goals and assist with web designs, configurations, and development.
3. Communicates with various County Departments and other governmental entities to keep site up-to-date by refreshing content and images and ensuring information listed on the websites and links are current.

4. Programs HTML, uploads pages and integrates multimedia assets and applications into the sites.
5. Deploys, configures, programs and troubleshoots web applications by working with technicians within the department or from other departments.
6. Maintains cross-platform and cross-browser compatibility so that the website is accessible from a variety of different environments.
7. Serves as a graphic design specialist and consultant for “in-house” ads and department logos and links.

8. Provides imaging, scanning and digital photography services to enhance quality and appeal of website.
9. Provides phone support to County departments and the public to assist with the accessing data from the County Webpage.
10. Maintains relationships with vendors.
11. Researches new technology and makes recommendations as needed.

12. Other duties as assigned.

Supervisory Responsibilities:  
· No Supervisory Responsibilities
Examples of Knowledge and Skills Required:  
· Proficient in the use of web design software, graphic design software and imaging technology.
· Knowledge of software development tools required to facilitate design of websites, web forms, and web services that interface with databases.

· Proficiency with Raster and Vector graphic software.

· Ability to effectively interact with other department and agencies in order to maintain effective working relationships.
Education and/or Experience: 
· Bachelor’s Degree in Website Administration  fields is preferred with minimum of two years of related experience.  
· Formal Technical training in Website Maintenance/Development field with 4 years of related experience 
Certificates or Licenses Required:

· Valid Tennessee Driver’s License
Physical Demands:  Standard office environment.  
· Requires prolonged sitting, standing and lifting of equipment or supplies weighing up to 50 lbs.  Requires some walking in different terrains for digital photography.
Work Environment:  
Most work is conducted in an office environment with minimal exposure to hazardous conditions.  Some exposure to elements when required to engage in digital photography for use on the website.
