ASHEVILLE AREA

CHAMBER OF COMMERCE

JOB TITLE:

Web Manager
REPORTS TO:

Asst. Vice President/Director, Marketing

DEPARTMENT:
Convention and Visitors Bureau

PAY STATUS:

Exempt

PRIMARY FUNCTION:


Responsible for design, content development, implementation and maintenance of Web site, oversees consumer e-mail communications, and performs functions to promote site visitation.  Provides strategic direction on Web related issues and CRM-related issues pertaining to the Internet. Provides analysis of metrics to make suggestions and changes. Proactively engages in integrated marketing discussions.   
JOB DESCRIPTION:

Provides technical input and makes recommendations in strategy/development discussions regarding the BCTDA Web site (exploreasheville.com) and other sites. 
Effectively analyzes data to adjust Web strategies. 

Provides input in integrated marketing efforts regarding Web-based issues and brings ideas to the table. 

Implements program of work that is Web-based. 

Designs and develops content for Web pages.

Updates Web site.

Serves as project manager on all Web programs such as database development, re-design, and virtual tour. 

Oversees e-mail management program. 

Produces fall and spring color web pages.

Manages seasonal transitions of site content and imagery. 
Writes and distributes of e-newsletters.

Oversees search optimization program.

Other duties as assigned. 

Web Coordinator 

Job Description 
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EDUCATION AND EXPERIENCE:

College degree preferred.  Proven experience in Web page design and site building.  Proficiency in Web editing software, PhotoShop, Flash,HTML and java script a must.  Must be well-versed in database software; familiarity with SQL Server a plus.  Strong writing ability, ability to interface with vendors, and experience in project management required.  Should be able to work in fast-paced environment and handle deadline pressure.  At least one year would be required to become proficient in this job. 

JOB KNOWLEDGE:

Requires a good understanding of Web design concepts.  Proficiency in computers and knowledge and understanding of specific design and Internet-related software is required. Excellent written communication skills and strong proofreading skills are essential to this job.  Must be able to negotiate professionally with vendors.  A high degree of organizational skills are necessary to juggle the multiple projects and deadlines that are required of the person in this position. 

COMPLEXITY OF DUTIES:

Performs some routine tasks, however, work is also very project driven.  Must be able to prioritize, juggle multiple projects and meet deadlines.  Computer skills and utilization of technology is required. 

SUPERVISION RECEIVED:

Works under the direction of the Assistant Vice President of the CVB.  Many duties will be performed with limited supervision and oversight from supervisor.  

RESPONSIBILITY FOR ACCURACY:

Accuracy is highly critical with all aspects of work performed by the public relations department. Attention to detail is imperative.  Proof-reading is an essential part of the job. Most errors could be detected through proofing procedures.  Undetected errors could range in severity from slight to far reaching.      

CONTACT WITH OTHERS:

Occasional contact with the media requires professionalism, quick-thinking, and tact, although most media contact will be e-mail driven due to the nature of the responsibilities in online placement.  Additional external contacts include vendors (printers, for example), the tourism industry and the general public.  Internal contacts include the CVB and Chamber staff and, at times, the TDA Board.  

CONFIDENTIAL DATA:

Has access to marketing and sales information, database files, financial statements, and other Chamber-related information, all of which is considered confidential.

MENTAL/PHYSICAL/VISUAL EFFORT:

The degree of concentration ranges from slight to intense based on the work being performed.  Position is subject to frequent interruptions which require varied responses.  While performing duties of this job, employee is routinely required to be mobile, sit, reach with hands and arms, talk and hear. Requires visual acuity, manual dexterity and good eye/hand/foot coordination.  

ENVIRONMENT:

Works in a normal office environment.  

