Job Descriptions for iMatrix—DRAFT
Project Coordinator
· Processes new accounts and handles billing of clients.

· Communicates with clients for specifics of design and content for new websites, logos, and other web projects.

· Designs and constructs web pages/sites including incorporating graphics, HTML, stylesheets, and other techniques.
· Integrates design graphic with client-provided content and media into website structure, to produce a completed website compatible with corporate standards.

· Assists clients with edits and upgrades to existing websites.

· Supports Web-based products and services through email support, desktop support, and telephone support. Interacts with customers and troubleshoots problems to provide a high level of customer satisfaction.

· Relies on instructions and pre-established guidelines to perform the functions of the job.

· Requires an associate’s degree or its equivalent in area of specialty and at least 0-2 years of experience in the field or in a related area.

· A limited degree of creativity and latitude is required.
· Works under immediate supervision of Design Managers.
Senior Project Coordinator

· Performs Project Coordinator tasks.

· Leads other Project Coordinators and provide procedural advise as needed. 
· Assists in training new Project Coordinators.
· Provides higher-level customer support.

· Plans and implements larger, more specialized website projects.

· Performs a variety of tasks. May provide consultation on complex projects. 

· Requires a bachelor's degree or its equivalent and 2-4 years of experience in the field or in a related area.

· Some independent judgment and creativity is expected.

· Reports to Design Managers and Design Director.
Web Developer

· Designs, modifies, develops, writes and implements software programming applications for the web.

· Designs and builds relational databases. Develops strategies for data acquisitions, archive recovery, and implementation of a database. Cleans and maintains the database by removing and deleting old data.

· Supports and/or installs software applications/operating systems.

· Analyzes and resolves problems associated with server Linux operating system and configuration, and server applications software. Works with technology partners to detect, diagnose, and report problems on servers.

· Requires a bachelor's degree in a related area and 0-2 years of experience in the field or in a related area.

· Has knowledge of commonly-used concepts, practices, and procedures within a particular field.

· Works under immediate supervision of Design Managers. A moderate degree of creativity and latitude is required.

Senior Web Developer

· Performs Web Developer tasks. 

· Coordinates between development and design work teams.

· Provides technical support to department members.

· Leads other Web Developers and evaluates their work.

· Demonstrates expertise in a variety of the field's concepts, practices, and procedures. 

· Requires a bachelor's degree in area of specialty and at least 2-4  years of experience in the field or in a related area.

· Relies on extensive experience and judgment to plan and accomplish goals.

· Performs a variety of tasks. May provide consultation on complex projects. 
· A wide degree of creativity and latitude is expected.

· Reports to Senior Design Manager or Director of Design and Development

Design Manager
· Leads and direct the work of all Project Coordinators as needed.
· Designs and implements common user interface standards, system usability guidelines, design guidelines, GUI prototypes, HTML page design and management, and development methodologies.

· Refines design processes and protocols with consideration given to design quality and efficiency, and also with respect to broader business goals.
· Directs and implements the creation of marketing materials and content.

· Plans and reviews site architecture for new web site products and features. Troubleshoots, tests and oversees the launch of new products.
· Coordinates among cross-functional teams to identify challenges, recommend and implement solutions.

· Plans and directs all training for department, including new hires and new policies and procedures.

· Implements a limited number of production websites as a Project Coordinator in order to evaluate current practices on an on-going basis.

· Provides higher-level customer support.

· Requires a bachelor's degree or its equivalent and 4 years of experience in the field or in a related area.
· Relies on extensive experience and judgment to plan and accomplish goals.

Senior Design Manager

· Establishes, plans, directs, and implements the user interface design. Designs and implements common user interface standards, system usability guidelines, design guidelines, GUI prototypes, HTML page design and management, and development methodologies. 
· Works closely with Design Managers and Senior Project Coordinators to refine design processes and procedures.
· Works with the web development team to design and improve online tools and user experiences. Ensures user experience follows company support standards and serves company business considerations.
· Researches new products, product enhancements, and product redesign that align the product development function with the goals of the organization.

· Coordinate with the sales, design, and web development teams to implement business development initiatives.
· Plans and researches expansion into new markets and development of new divisions.
· Directs and oversees all aspects of Web systems and products, including design, release, and maintenance.

· Implements a limited number of production websites as a Project Coordinator in order to evaluate current practices on an on-going basis.

· Provides highest-level customer support.

· Requires a bachelor's degree and 4-6 years of experience in the field or in a related area.

· Relies on extensive experience and judgment to plan and accomplish goals.

Director of Design and Development
· TBA

· Directs, establishes, maintains, and plans the overall policies and goals for business development. 
· Directs and oversees all aspects of web design and customer service.

· Identifies potential business partners and negotiates agreements.

· Coordinates overall efforts between new product development and sales.
· Requires a bachelor's degree in a related area and at least 6 years of experience in the field.

· Wide degree of creativity and latitude is expected.

· Reports to Director of Operations.
Director of Sales

· TBA

· Oversees all sales staff.

· Insures corporate polices are followed for sales department.

· Establishes, plans, and directs all sales training.

· Coordinates with senior design staff to marketing materials and development of new product lines.

· Requires a bachelor's degree in a related area and at least 6 years of experience in the field.

· Wide degree of creativity and latitude is expected.

· Reports to Director of Operations

Director of Operations
· TBA

· Plans and directs all aspects of an organization's product development policies, objectives, and initiatives.
· Evaluates the potential and practicality of products in development. 
· Requires a bachelor's degree and or greater. 
· Demonstrates expertise in a variety of the field's concepts, practices, and procedures. Relies on extensive experience and judgment to plan and accomplish goals. Performs a variety of tasks.

· Very wide degree of creativity and latitude is expected. Has authority to make high-level decisions.
· Hold corporate office of President, or report to President.

