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	Name of Position Holder: 

	Job Title
	PRINCIPAL WEBSITE OFFICER

	Division
	INFORMATION MANAGEMENT SERVICES

	Reports to
	MANAGER INFORMATIO MANAGEMENT SERVICES

	Reporting positions
	n/a

	Classification level
	

	Salary
	[bookmark: _GoBack]$53,816p.a

	Main purpose of Role
	Assists the Manager in ensuring that deliverables for the Division are achieved in the timeframe expected.

	Key tasks

	Technical
	1. Implements and assesses the different existing software systems and graphics packages and identify areas for improvement to meet the needs of the Office.
2. Performs the programming development of all software projects (Website /E-Library/ E-Parliament/ Paperless) for the Office.
3. Develops and maintains all software projects documentation.
4. Perform all software projects maintenance including planned and unplanned downtime while also maintaining optimal performance of all on-line channels.
5. Enhances the user interface and functionality of the Office’s website and other multimedia outreach efforts. 
6. Explore effective web initiatives including e-library connectivity with other Parliaments that meet the objectives of the Office.
7. Maintains electronic indexing of all library resources.
8. Develops an electronic system for preserving documents in the Parliament Library and Archives (E-Parliament).
9. Reports to the Manager on all outstanding and development requirements for the web services.
10. Provides reference services to Members, Secretariat staff and from time to time, the general public.
11. Provide training on the different functions/features of the different software system for the staff and divisions who are closely involve in each project.
12. Develop and Implement a Disaster Recovery plan for all the software projects (Website/ E-Library/ E-Parliament/ Paperless) in emergency cases.
13. Provide analytical data of all the software systems (Website/ E-Library/ E-Parliament/ Paperless) for Management. 


	Business planning, reporting and financial management
	1. Assists in the provision of the strategic direction and guidance for the Division.
2. Assists the Manager in providing regular reports and contribute to monthly Divisional progress reports.
3. In collaboration with the Manager, assists in the preparation of budget proposals as and when required.

	Quality Assurance and customer satisfaction
	1. Assists the Manager in enforcing and monitoring of the deliverables for the Division.
2. In close collaboration with the Manager, ensures that all deliverables for any Divisional project meets the required standards.

	People management, development and teamwork
	1. Assists in the coordination as well as the identification of relevant information management capacity building programmes for Members of Parliament and the Secretariat staff.
2. Assists in the provision of administrative support to any Information Management Project implemented by the Office.
3. Supervises Divisional staff in the absence of the Manager Information Management Division if and when required.

	General Responsibilities
	Adheres to the Office’s Equal Opportunities policy in all activities, and actively promotes equality of opportunity wherever possible.
Is responsible for own health and safety and that of colleagues.
Undertakes other such other duties as may be reasonably expected.

	Performance Measures
	1. Timely maintenance of website and mass e-communication documents
2. Service support on the identified function is rendered in a timely manner
3. Contributes to Office activities
4. Specific indicators as negotiated with the Clerk and Deputy Clerk

	Frequent Contacts
	Members of Parliament, Secretariat staff

	Selection Criteria

	Qualifications
	Minimum qualification of a Bachelors degree in Information Services, Information Management, Computer Science, Information Technology or in any relevant discipline (Essential)

	Experience
	At least 5 years work experience with at least 3 in website development/maintenance (Essential)

	Skills 
	1. Demonstrated ability in written and oral communication in both Samoan and English, networking and public relation skills (Essential)
2. Demonstrated ability to develop and work on different website applications (eg Joomla, Moodle, WordPress) (Essential)
3. Demonstrated ability to develop and work on different open source platforms (Essential)
4. Express experience with scrip developments (Essential)
5. Demonstrated ability to develop, maintain and work with different databases (Essential)

	Personal Attributes
	1. Must be above reproach in work ethics and must command the respect of subordinates (Essential)
2. Must be healthy and have a flexible attitude to working hours (Essential)
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	Approval Date
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