JOB DESCRIPTION
PUEBLO CITY-COUNTY LIBRARY DISTRICT
______________________________________________________​__________________​__

POSITION:
Website Manager
Organization Group:  Master

DEPARTMENT:
Community Relations
Level:  A
EFFECTIVE:
January 17, 2021
FLSA Status:  Exempt

_______________​_______________________________________​_________________________

This Job Description identifies the major responsibilities of this job. 

▪▪ I.
POSITION PURPOSE
The purpose of the Website Manager is to oversee the library website and employee intranet by building and maintaining PCCLD’s content management system. This includes oversight for the functionality, strategies, website performance, hosting and server management. Develops, maintains and updates website content. 
▪▪ II.
RELATIONSHIPS
The Website Manager reports to the Director of Community Relations and Development. This position contributes as a team member of the Community Relations department and works closely with all departments to provide good customer service in meeting website content requests. Promotes a dynamic web presence to the public through the website content management system, modules, external vendor links and connectivity to Technical Services online databases and web-based library offered services.   Works with IT and private contractors to ensure the library website is functioning well and that its functionality is responsive to current customer needs. The position provides excellent customer service demonstrating the ability to communicate effectively with people regardless of age, race, sexual orientation, ability level or background.

▪▪ III.
PRIMARY DUTIES AND RESPONSIBILITIES
· Plans, implements, monitors, and maintains PCCLD’s website and employee intranet.

· Reviews and evaluates on-line campaign requests; ensures that web content supports organizational goals and meets communication plan standards.

· Responds to and troubleshoots all website issues. 

· Works with all external contractors to facilitate website hosting and service management. Identifies and responds to website security breaches and ensures appropriate security measures are implemented.
· Updates website HTML and CSS regularly.

· Verifies facts, dates and information to be published on website
· Creates graphics and optimizes media for digital use using the Adobe Creative Suite.
· Ensures website user experience, quality and efficiency by conducting regular tests and reviews. 

· Works closely with staff from all departments to clarify web posting requests and desired outcomes. 

· Collaborates with library staff and management to ensure that the website aligns with the overall library strategy and meets the organization's standards. 

· Manages the structure and content within the library app, including the room reservation, online calendar and library engagement systems. Trains staff on use and best practices of staff-directed and patron-directed room reservation and online calendar.
· Oversees the Employee Intranet development, administration and content along with the links to external vendor sites contained within the PCCLD employee portal.

· Reads, re-writes and edits content to improve readability and marketing value for web postings.

· Supports team efforts to maintain a safe and secure environment for customers and staff by maintaining awareness of surroundings and working in accordance with safety policies and procedures.

· Participates in regularly scheduled department meetings.  Attends All Staff Development Days and other training sessions to acquire new skills and to stay current on all information that is pertinent to PCCLD.

· Reads daily organizational communications from intranet, e-mail, newsletters and print announcements.  Stays current on all library services, programs and events throughout the district. Regularly accesses electronic time keeping, payroll and personnel employee access systems.

▪▪ IV.
OTHER DUTIES AND RESPONSIBILITIES

· Will provide back-up coverage for other department positions as needed.
· May serve on library committees and special projects.

· Performs other duties as needed.
▪▪V.
QUALIFICATIONS 

Education and Experience:  
· Bachelor’s degree in information technology, web design, communications, graphic design or a related field. 
· HTML experience.
· Website maintenance experience.
· One year of experience working within Drupal or other content management system. 

· Solid experience working with the Adobe Create Suite (InDesign, Illustrator, Photoshop, etc.) 
strongly preferred.
· Work experience in a library is a plus.

Skills and Abilities:
  
· Excellent writing, editing and graphic design skills.  
· Demonstrated ability to write web content in a manner that appeals to a variety of audiences. 
· Knowledge of AP Style. 
· Excellent customer service skills with the ability to prioritize and track work orders.  
· Project management skills with the proficiency to manage a variety of work items successfully, 
· Proven ability to meet deadlines.  
· Proficient in use of Microsoft Office. 
· Strong interpersonal skills with the ability to work collaboratively with others.  
· Spanish speaking, reading and writing skills a plus. 
· Ability to function under flexible and changing conditions.  
Other Requirements:  Must submit to and successfully pass a criminal background investigation.  
Equal Opportunity Employer.
___________________________________________________________________________________________
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