High Peak CVS – Digital Umbrella

Web Designer
Job Description
Job Title:

Web Designer
Grade:

Scale Point SO1 29 (£24,402) Pro Rata
Reports to:  

Digital Umbrella Business Manager
Hours of work:
22 hours per week, fixed term of 6 months
Place of work:
High Peak CVS, Whaley Bridge, High Peak
 Purpose of the job: 
· To design and maintain individual websites, under contract to voluntary and community organisations, local authorities and businesses.
· To develop generalised web systems for use in contracted websites.

Main responsibilities
Web work

· To provide website design, updating and maintenance services for websites managed by Digital Umbrella / High Peak CVS.
· To undertake whatever graphical design is required for implementation of client sites or for their organisational branding.

· To implement web designs using a content management system that allows clients to edit their own website content.

· To enter and manipulate web content on behalf of clients.
· To liaise with clients concerning their requirements and queries regarding design and updating of their websites.

· To ensure websites meet the accessibility criteria specified by clients, through the correct design procedures and testing.

· To maintain and develop a server for hosting client websites.

· To develop coding and user interfaces to meet the generalised needs of web contracts.

· To keep abreast of advances in web technology and to apply these as appropriate.

Tendering and Marketing
· To assist in the preparation of bids and tenders for additional website contracts.

· To attend selection interviews with tendered organisations.

· To assist in the production of Digital Umbrella information, publicity and marketing materials.
Administrative

· To provide guidance and support to the Web Design Assistant 
· To complete relevant administrative tasks including record keeping and monitoring of activities.
General
· To undertake other reasonable tasks appropriate to the job as may be required from time to time.

· To carry out work in line with the CVS Equal Opportunities Policy. 
· To attend CVS and DU team meetings, staff training and other meetings as required

· To work flexibly
Special circumstances

· This post is self-servicing in terms of administration.


Person Specification
Web Designer

Essential Web Development Skills
· Experience of designing and creating new websites (with portfolio).
· Experience of creating and updating website content.
· Experience of programming web applications, such as content management systems.

· Flair for designing websites with appealing graphics and layout.
· Ability to design intuitive user interfaces that enable easy interaction.
· Good working knowledge of Dreamweaver and a graphical design package such as Fireworks or Photoshop.

· Fluency with HTML, CSS, DOM, ASP classic, Javascript, SQL

· Knowledge of setting up and dynamically interacting with online databases – MSSQL, MYSQL, MSAccess

· Experience of setting up and maintaining a website hosting server (Windows Server 2003) 
· Understanding of W3C Web Access Initiative and creating fully accessible websites.
Essential General Skills

· Excellent literacy skills, especially the written word

· Good inter-personal skills and the ability to work effectively with colleagues

· Ability to work to tight deadlines 
· Good working knowledge of Microsoft Office (Word, Excel, Access, Outlook and Publisher)

· High degree of accuracy
· Good communication and presentation skills
Desirable
· Experience of working in the voluntary sector
· Familiarity with .NET framework, Ajax, XML, PHP
· Familiarity with Flash animation

· Experience of video photography and editing
· Experience of writing content, e.g. for newsletters
