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Available Staff Position at USM!

WEB SITE ADMINSTRATOR—PART-TIME POSITION

USM is seeking a highly qualified graduate or current student to gracefully step
forward and serve the University as the Web Site Administrator.

This fast-paced position is for someone who has a technical background in Web
site management. Specific areas of responsibility include Web site updating
and maintenance, downloads processing and data entry, e-mail database
management, web designers interface, search optimization support, Web

site traffic reporting, and scheduling, building, and sending all University
marketing e-mails.

The primary responsibility is managing the evolution and well-being of
USM'’s Web site. This part-time position works in close collaboration with the
Marketing Coordinator and Director of Online Education and reports directly
to the Director of Marketing.

Ideal qualifications and skills include:

e Webmaster/Web site updating experience.

e Background in marketing and/or advertising preferred.

* Administrative experience.

* Able to manage multiple projects to completion in a timely fashion.

* Highly organized, works independently, flexible, resourceful, and
self-directed.

e Clearly aligned with the University’s mission.

e Excellent computer skills, with a high level of proficiency in:
e Dreamweaver or other WYSIWYG program.
e Adobe Photoshop and Acrobat.
* Expert skill level in HTML.
e Microsoft Excel, PowerPoint, and Word.
e FTP sites usage.

e Isjoyfully answering the call to service at USM.

IF YOU ARE CALLED TO SERVE AT USM....

Please submit your letter of intent and résumé to
Elizabeth Lutz, Director of Human Resources

via e-mail: SoulCenteredWork@Universityof SantaMonica.edu
or via fax: (310) 453-5641.




