PAGE  
2

	[image: image1.png]Harris County

HCPHES

Public Health & Environmental Services





	POSITION DESCRIPTION

	JOB TITLE: 
	Web Master
	JOB GROUP:
	

	Position (PCN) Number:
	275 3176 001
	Org Key:
	JSK27510

	JOB PURPOSE:



	Under the supervision of the Senior Public Information Officer, maintains and develops the HCPHES Intranet and Internet Web pages specifically in regard to public health preparedness to ensure the appropriate data is accessible to HCPHES employees and the public in a way that is easy to navigate and efficient in service.   

	TASKS & RESPONSIBILITIES:


	% 

	Web Development 

1. Develop multi-media rich web pages using a variety of the most effective tools utilizing industry standard tools such as HTML, HTTP, XML, CSS, SharePoint, Java, Visual Studio, graphics software, video capturing/editing software etc.

2. Enhance the navigability, functionality, and aesthetic appeal of the HCPHES internet and intranet regardless of the browser used to access the sites.
3. Develop and implement specific procedures for web site development/enhancement.

4. Improve the performance of HCPHES Intranet and Internet web pages assuring they maintain efficient technical standards.
5. Remain knowledgeable of developments in web publishing techniques and emerging technologies.
Web Site Maintenance 

1. Research and recommend software necessary to improve web applications and site maintenance as appropriate.

2. De-bug websites and implement solutions to maintain link integrity

3. Ensure cross-platform functionality, navigability, and accessibility.

4. Assure sites are accessible on a variety of browsers or operating systems.

5. Conduct advanced web studies and analysis to assess trends, navigability, functionality, usability and accessibility.

6. Utilize appropriate multimedia tools to maintain and enhance web site.

Program Collaboration 

1. Work with HCPHES staff and others to further develop/enhance HCPHES ability to provide public health preparedness information via its Intranet and Internet websites in a timely, accurate and concise manner.

2. Ensure the Internet site accurately reflects the activities and mission of HCPHES.
3. Proactively communicate with peers and others to resolve issues in a timely manner and promote client satisfaction

Administrative

1. Prepare monthly, quarterly and annual reports as appropriate.
2. Train and supervise students and staff to assist in the delivery of programs.
3. Formulate policy and procedures to meet the needs of HCPHES public health preparedness activities.
4. Participate on appropriate HCPHES committees as appropriate.
5. Duties as assigned
	33%
35%

30%

  2%



	SUPERVISORY RESPONSIBILITIES: (Titles of three highest level subordinates)



	1. 

	2.      

	3.      


PHES Job Description, Pg. 1
(The following section of the Position Description is to be completed by the supervisor.)

	UPON ENTRY TO THIS POSITION, AN EMPLOYEE NEEDS THE FOLLOWING KNOWLEDGE, SKILLS, AND ABILITIES IN ORDER TO PERFORM THE JOB FUNCTIONS IN A SATISFACTORY MANNER:

	EDUCATIONAL REQUIREMENTS:

Prefer Bachelor’s degree or higher in Computer Science Programming/Web Development related field of study.  Will accept an Associate’s degree or 60 hours college credit in Computer Science Programming/Web Development.

	LICENSE(S) AND/OR CERTIFICATION(S) REQUIRED:

N/A


	EXPERIENCE REQUIREMENTS: (Amount and Type)

Must have a minimum of 2 years experience developing and supporting web pages and applications at an advanced level utilizing editors such as HTML, XML, Java, SharePoint, Visual Studio, Microsoft Expression or Front Page, Dreamweaver or any equivalent experience with Web Development tool for creating and maintaining web pages and web applications in a networked environment.  Must have verifiable web page and web application development experience in progressively difficult technical projects.  A working knowledge of databases and relations, building tables, writing stored procedures, setting permissions is preferred.  Industry certification in any Web Development area can be substituted for 1 years of experience.  

	COMPUTER PROFICIENCY: (Be specific as to the amount and type of software and/or hardware knowledge required and the proficiency level of skills required, i.e., basic, intermediate, or advanced)

Must be proficient in: 1) connecting web pages to back-end databases written in either Microsoft Access,  Microsoft SQL or Oracle; 2) the use of the Microsoft Office software family of products; 3) WinXP and Win2K.

	SPECIAL SKILLS AND/OR ABILITIES:
Must have excellent organizational, verbal and written skills.  Must have the ability to provide leadership in a team environment. Must be knowledgeable in the application of audio and video streaming, Adobe CS4, web browsers, HTML, HTTP, XML, Java, Share Point, database administration and other computing technologies.  Expertise in various forms of media, computing, graphics and multimedia production.  Must have verifiable Web Page and Web Application Development experience.  Knowledge of digital image producing technology including scanners, still cameras and video cameras.  Must have excellent customer relation skills.  Bilingual Spanish-speaking candidate preferred.  Must be able to establish and maintain an effective working relationship with program contacts, agencies and other community groups.  Must be able to multi-task, perform under tight deadlines and work well in a team environment.  Must be able to analyze trends and formulate response strategies.  Must have excellent time management skills.  Must be able to collect and analyze data. and make recommendations.  Must be able to effectively relay technical information to all levels of chain of command.

	PHYSICAL REQUIREMENTS: (if any)

Must be able to speak in a manner easily understood by the average person.  Must be able to hear and understand spoken communication.  Must be able to perform duties during stressful situations.  Must be able to type on a computer keyboard, read a computer screen, use a telephone, and drive a car.

	DESCRIBE THE GUIDELINES AND SUPERVISION AN EMPLOYEE RECEIVES IN ORDER TO DO THIS JOB.  HOW MUCH INDIVIDUAL INDEPENDENCE AND DISCRETION DOES THE EMPLOYEE HAVE WHEN DOING THIS JOB?

	Works under the supervision of the Senior Public Information Officer and reports effectiveness and progress on assignments regularly.  Must be able to use good judgment in the coordination/implementation of assigned programs/responsibilities.  Employee must be able to work extended hours or on scheduled days off during public health emergency/response events and must perform other duties as assigned including special tasks involved in an emergency event.

	SUPERVISOR’S COMMENTS:

	

	SUPERVISOR’S SIGNATURE:
	
	DATE SIGNED:

	EMPLOYEE’S SIGNATURE:
	
	DATE SIGNED:

	PRINT EMPLOYEE’S NAME:
	

	
	
	

	OTHER SIGNATURE

(if required)
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