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 Job description

	Job Title
	Salary Range

	Technical project manager/web developer
	Subject to experience

	
	

	

	RESPONSIBLE TO
	

	Head of Digital
	

	

	HEALTH CONSIDERATIONS/RISK/SURVEILLANCE REQUIRED

	VDU habitual user

	

	DESCRIPTION OF DUTIES AND RESPONSIBILITIES


Purpose
As a member of the digital department at WAR you will be required to provide a professional, intelligent and efficient service to all those departments with which you will be working.  To enable you to do this there are a number of overall areas of responsibility together with a number of core administrative duties.

Key Responsibilities / Essential Requirements
1. Offer expert technical advice to all departments (and clients) where required
2. Take ownership of small to medium sized development-focused projects – website builds, online advertising campaigns etc – and ensure work proposed can be completed effectively, to a high standard of quality, on time and to budget
3. Manage technical segments of larger digital projects and communicate progress and specifications to the relevant project manager
4. Facilitate communication between all appropriate team members explaining, in layman’s terms, any technical requirements or constraints
5. Scope projects and produce concrete specs and site architecture

6. Ensure working documents etc produced by external partners and suppliers together with all documentation relevant to each project are held on our system archive
7. Represent digital at WAR at client meetings where technical expertise is required and ensure a professional manner is maintained at all times
8. Produce estimates and schedules for all work to be undertaken, prior to activation. Ensure the process through to completion is within budget and on time and to the required quality/performance. These should be produced in conjunction with the account management department
9. Server side set up, development, configuration of project code
10. In conjunction with the Front End Developer, manage WAR web servers, contributing to securing best possible service from our ISP
11. Take responsibility for maintenance of WAR servers: cleaning, problem solving and carrying out back-ups.
Required Skills / Experience
Experience of digital project management.
Experience of using, or thorough appreciation of:
· PHP, SQL, open-source content management systems, HTML, CSS

· Experience of Flash, Java and Javascript advantageous 
· Experience of building smartphone apps advantageous
· Project budget management systems advantageous
· Project documentation: PIDs, workbooks, project specification documents
· Email despatch platforms
· Google Analytics / established tracking systems
· Developing media: social networking, mobile
· SEO and PPC
General Requirements
1. Be involved in the creative process, briefings, debates and ongoing reviews to help ensure we produce the best product we can: utilising changing technology and working effectively within technical restraints.

2. Maintain awareness of the ever-evolving world of interactive media and how these developments may affect our offering using internal and external resources as available.

3. Assist in spotting new opportunities for the Agency during the course of your work.

4. Maintain professional and efficient relationships with the Agency’s partners, clients and suppliers where appropriate.

5. Ensure WAR’s high standards of creativity, design, development and production values are maintained.

6. At all times ensure that all work is carried out with utmost accuracy, efficiency on time and on budget.

7. Maintain a good working knowledge of all relevant administrative computer systems and packages – Maconomy, Visio, Project, Word, Excel etc. as well as required development and programming languages.

8. Attention to detail at all times.

Key Contacts/Communication Links


Internal

Members of the Account Management team
Members of Creative/Studio/Production teams

Department Heads 

All other staff

External

Wide range of private and public sector clients
Technical suppliers

Standard clauses

1.
Work in an internal and external customer related way. 

2. 
Assist in/manage the identification, development and implementation of manual and Information Technology systems and procedures.

3.
Comply with the business’s Diversity & Equal Opportunities policy, Code of Conduct and other relevant policy, procedures and legislation.

4.
Comply with and/or ensure compliance with the Data Protection Policies and the Data Protection Act and other relevant legislation.

5.
Employees must look after their own health, safety and welfare and be mindful of other persons who may be affected by their acts.  Employees must co‑operate and comply with management instructions regarding Health and Safety issues and report all accidents, incidents and problems as soon as practicable to their supervisor, manager or other senior members of staff available.

6.
The responsibilities outlined above cannot totally encompass or define all tasks which may be required of the postholder.  The outline of responsibilities given above may, therefore, vary from time to time without materially changing either the character or level of responsibility or grade.

	Approved by:


	_______________________________

	Date:


	_______________________________

	Signature of Postholder:


	_______________________________

	Date:    
	_______________________________
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