
POSITION ANNOUNCEMENT

POSITION: Web Administrator (North Metro Campus)
POSITION DESCRIPTION: This position is responsible for coordinating, development, and implementation and maintenance of the college’s website and mobile platforms to ensure effective recruitment of students, support of external patron’s communication needs and promotion of the college’s services and programs. This position works directly with the college’s External Affairs division to support their marketing communications efforts and monitors web presences for ADA compliance per State of Georgia and Federal Accessibility Regulations.

MAJOR DUTIES:
PRIMARY DUTIES
· Conducts the development, enhancement and maintenance of the organization’s website(s). 
· Develops customized website programs per staff and faculty requests to include creating forms and other documents
· Initiates redesign of the college’s website for increased efficiencies and communication when appropriate.
· Manage tactical SEO initiatives including on-site optimization, keyword analysis, web content development, link building, site auditing, competitive analysis and new technologies based on popular search engine algorithm changes. 
· Submits URL to search engines to maximize SEO.
· Manage contracts and support matters regarding to cloud-hosted Modern Campus Website.
· Access to the “.htaccess “file to add redirects- header security knowledge such as HSTS, XSS prevention, etc. or send to Modern Campus Support to apply.
· Handles any DNS work.

SECONDARY DUTIES
· Assists External Affairs in strengthening social media platform use.
· Performs related duties.

SPECIALIZED DUTIES
· Ensures that the website is dynamic and responsive.
· Provide technical support to website content editors.
· Serves as a backup to the content editors for the public website as well as the Intranet site.
· Serves as the primary point of contact for edits to the SharePoint Intranet.

MORALE, COMMUNICATION, COMPLIANCE
· Innovate, recommend and use new media strategies to ensure digital campaigns reach the right target audience at the right time in the most effective and efficient way.   
· Maintain ongoing knowledge in digital marketing trends, techniques and applications
· Assesses the usability/functionality of the website – engaging in focus groups, surveys, heat-mapping, and other strategies – and adjusts as necessary to enhance the effectiveness of visitors’ being able to find information sought. Assessment will also include polling front-counter, call-center, advisors, and other staff to determine which questions are of highest frequency still being asked in-person.

MINIMUM QUALIFICATIONS:
· Bachelor’s degree *and* Three (3) years of related work experience.
· Note: Experience may substitute for the degree on a year-for-year basis.

PREFERRED QUALIFICATIONS:
· Experience sufficient to thoroughly understand the work and to be able to answer questions and resolve problems.
· Possession of or ability to readily obtain a valid driver’s license issued by the State of Georgia for the type of vehicle or equipment operated.

SALARY/BENEFITS: $51,373.38 annually. Benefits include paid holidays, annual leave, and the State of Georgia Flexible Benefits Program. Please be aware that Chattahoochee Tech employees will be paid by direct deposit, unless exempted by the State Accounting Office based on “hardship” evidence provided by the employee. 

[bookmark: _GoBack]TELEWORK: This position may be permitted to telework three days of a forty-hour work week at the discretion of the supervisor.

APPLICATION PROCEDURE: APPLY ONLINE ONLY @ www.chattahoocheetech.edu and select “Quick Links” then “Jobs & Careers.” For a complete file, fill out an online application, upload cover letter, resume and include three professional references’ contact information on application. Before a candidate is hired, a pre-employment criminal background investigation, motor vehicle records check and employer/professional reference check will be conducted. Following screening, candidates may be asked to submit further documentation.
RESPONSE DEADLINE: Open until filled. Screening will begin immediately.
ANTICIPATED EMPLOYMENT DATE: May 2026

EMPLOYMENT POLICY: Chattahoochee Technical College is accredited by the Southern Association of Colleges and Schools Commission on Colleges (SACSCOC) to award associate degrees, diplomas, and certificates. Questions about the accreditation of Chattahoochee Technical College may be directed in writing to the Southern Association of Colleges and Schools Commission on Colleges at 1866 Southern Lane, Decatur, GA 30033-4097, by calling (404) 679-4500, or by using information available on SACSCOC’s website (www.sacscoc.org).

As set forth in its student catalog, Chattahoochee Technical College does not discriminate on the basis of race, color, creed, national or ethnic origin, gender, religion, disability, age, political affiliation or belief, genetic information, veteran status, or citizenship status (except in those special circumstances permitted or mandated by law). The following person(s) has been designated to handle inquiries regarding the non-discrimination policies: Chattahoochee Technical College Title IX Coordinator, Shanequa “Nickkie” Warrington, Marietta Campus, 980 South Cobb Drive, Building C 1102B, Marietta, GA 30060, 770-975-4023, or SDWarrington@ChattahoocheeTech.edu, and Chattahoochee Technical College Section 504 Coordinator, Caitlin Barton, 5198 Ross Road, Building A1320, Acworth, GA 30102, (770) 975-4099, or Caitlin.Barton@chattahoocheetech.edu. 
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