
	Job Description for Employee: 
	


	
	

	Reporting To:  
	Number of People Supervised:  0

	Job Summary: Design, creates and maintains the company’s user-friendly web site; Updates web site bi-weekly to include special offers; Posts human resources interest stories to web site; Configures and modifies the online working shopping cart to reflect current specials, seasonal banner ads, web promotions, and web competitions. Assists the Advertising Department with ads for the company web site. 


Duties and Responsibilities: 
1. Create and Maintain Company e-Commerce Website
2. Create a functioning shopping cart for Company Website
3. Regularly Update Company Website "Announcements" page
4. Regularly Update Company  Website "Special Offers" page
5. Regularly Update Company Website 
6. Assist Employees with technology issues
7. Make Product Recommendations
8. Performs other duties as assigned.
 Knowledge, Skills, and Abilities: 

1. Able to effectively operate computer equipment and calculators used to perform job.

2. Proficient in Microsoft Office Suite (Access, Excel, PowerPoint, Publisher and Word).

3. Proficient in use of Google Documents used to perform job.

4. Proficient in use of a variety of email systems including Google’s Gmail and Microsoft Outlook.

5. Strong Organizational Skills- able to manage time and make deadlines.

6. Capable of completing assignments with minimal supervision.
 Special Requirements: 
1. Ability to sit at computer for long periods of time.
2. Ability to work independently without constant direction and instruction.
Quarterly tasks:

quarter 1:  Business Selection, Business Plan, Business Loan, Business Contracts, Company Forms, Company Logo, Job Interviews, Portfolio Work, Staff Development, Student Profile, Trade Fair Prep, Website, and Assessment Tests. 
quarter 2:  Business Plan, Business Plan Presentation, Catalog, Company Forms, Company Newsletter, Grand Opening, Personal Finance, Portfolio Work, Staff Development, Trade Fair Prep and Participation, Pre-Test, Website, and Assessment Tests
quarter 3: Advertisements, Company Forms, Company Newsletter, Personal Finance, Portfolio Work, Trade Fair Prep and Participation, Mid-Term, Staff Development, and Assessment Tests
quarter 4: Advertisements, Annual Report, Annual Report Presentation, Company Forms, Company Newsletter, Personal Finance, Portfolio Work, Post-Test, Staff Development.
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