OSI – Project Management Office
Project Roles and Responsibilities

WEBSITE ADMINISTRATOR
Role(s):

The Website Administrator is responsible for the development and maintenance of the project website and related website content using the Office of Systems Integration (OSI) and State standards.  The Website Administrator is responsible for the development of web pages, web-based communication (email forms, user forums, newsletters, polls, surveys), and multimedia content for both external and internal audiences. The Website Administrator oversees the written, visual and audio content of the project website.
Responsibilities:

Website Administrator:
· (Develops) and/or (maintains) the content of the project website.

· (Ensures) that the project’s website(s) are designed and deployed in a manner that is as accessible and user-friendly as possible.

· (Acts) as a liaison to other project teams on issues related to content management.

· (Serves) as an expert consultant to staff on the development of Web content in support of the project’s objectives.

· (Develops) and documents project standards for web content.
· (Oversees) the design of the project website, making sure that a consistent look and feel is maintained.

· (Designs) HTML templates and supporting graphics consistent with the OSI and State design standards.

· (Designs) graphical user interfaces for web-based applications on project’s website.

· (Notifies) appropriate staff about online discussions or inquiries that should receive a response from the organization.

· (Provides) ongoing technical support to customers, clients or individuals using the project’s website.

· (Develops) monthly activity reports on website activity.

· (Maintains) network and data security including controlling user access, insuring operating system (OS) security patches are tested and applied promptly, data backups, Internet firewall configuration, and virus and worm prevention and elimination.

· (Monitors) website performance and makes necessary adjustments to insure maximum availability and performance including website capacity planning.

· (Performs) technology needs assessments, evaluates new technology to determine whether it could be beneficial for the project’s website, and installs, configures, and tests hardware and software.

· (Maintains) synchronization of production and development web servers.
· (Leads) the development and implementation of a strategic plan for the project’s website. Includes consulting with staff and leadership to assess needs and develop plans.

· (Develops) functional specifications for Web related projects. 

· (Ensures) that website content and online communities are developed and supported according to the OSI’s strategic objectives.[image: image1]
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