
DANE COUNTY

POSITION DESCRIPTION
Date: 12/29/11 
    Position No.  162      
Dept. No.  096/1440

1.
NAME OF EMPLOYEE:   

2.
DEPARTMENT/DIVISION: Administration/Information Management

3.
WORK ADDRESS: Room 524, 210 Martin Luther King Jr., Blvd

4.
CLASSIFICATION OF POSITION:
Management Information Specialist – Web Programmer/Analyst

5.
NAME AND CLASS OF FORMER INCUMBENT: NA

6. 
NAME/CLASS OF FIRST LINE SUPERVISOR: 
Jon Hatley, Application Systems Manager 

7.
APPROXIMATE DATES EMPLOYEE HAS BEEN PERFORMING WORK DESCRIBED BELOW:  N/A

8.
DOES THIS POSITION SUPERVISE EMPLOYEES IN PERMANENT POSITIONS?

Yes  No x

9. SUPERVISION RECEIVED: General

10. SUPERVISORY RESPONSIBILITIES: None

11.
                                                                                         


Employee Signature



Date

12.
                                                                                          

Supervisor Signature


Date

13.
_____________________________________________                                                                                          
ERD Staff Signature



Date

POSITION SUMMARY: (Briefly describe what you consider to be the major purpose or objectives of your position.  What are you attempting to accomplish in your position, or why do you feel your position exists?) 

Perform analysis of requests for web pages and web-based applications;  perform web page and web-based application design and development for the Internet and intranet; perform maintenance of existing code and data; maintain in-house developed internet and components; provide web consultation with user departments and internal staff’ develop and enforce standards; provide external agency and volunteer coordination; maintain web server environment.

FUNCTIONS 
FUNCTION A - 15%: Perform analysis of requests for web pages and web-based applications.  

A 1:
Analyze and prioritize project requests.

A 2:
Obtain requirements via communicate with user departments..  

FUNCTION B -  30%:
Perform web page and web-based application design and 




development for the Internet and intranet.

B 1:
Design and implement file structures and databases, including tables, stored procedures, indexes, and DTS/SSIS packages.

B 2: 
Design user interfaces, environmental controls, and security model for applications, design and code programs, scripts and database schemas.

B 3:
Integrate applications into existing web structure.

B 4:
Perform unit and system testing.

B 5:
Write and maintain documentation.

B 6:
Convert files from and to various formats as required to create, access, and maintain data.

B 7:
Stay abreast of industry standards, policies and procedures.

B 8:
Develop and maintain standards for the Dane County web environment.

B 9:
Research new software, tools and third-party components.

B 10:
Create web graphics, images, clickable maps, buttons.

FUNCTION C -  15%:
Perform maintenance of existing code and data.
C 1:
Manage web source content and versioning.

C 2:
Document changes made to code.

C 3:
Troubleshoot data and data transfer problems.

C 4:
Fix or, if necessary, remove broken links on web pages.

C 5:
Process change requests from user departments.

C 6:
Notify user that work has been completed by phone and/or e-mail.

C 7:
Create PDF documents, forms and supporting web pages.

C 8:
Review and redesign web pages due to volume or type of additions.

C 9:
Troubleshoot and solve problems as they arise. 

C 10:  
Work with technical and application staff on design and troubleshooting issues.

C 11: 
Maintain the integrity of the directory structure on all servers.

FUNCTION D -   20%: Maintain in-house developed intranet and components.
D 1:
Train user department representatives on how to use and administrate their department sections and content.

D 2:
Design and code programs for additional functionality as required.

D 3:
Maintain permissions, groups and integrity of security model, utilizing existing staff and resources where possible.

D 4:
Develop database components to support intranet environment.

D 5:
Define requirements for improving or replacing systems.

D 6:
Perform tasks in Function C which also apply to intranet maintenance.

FUNCTION E -   5%: 
Provide web consultation with user departments and internal staff.
  

E 1:
Meet with internal staff as consultant and advisor on web issues.

E 2:
Advise user departments on web protocol, standards and strategies.

E 3:
Mentor web programmer LTEs.

FUNCTION F -   5%: 
Develop and enforce standards. 

F 1:
Develop standard program classes, code and shared libraries.

F 2: 
Implement usability and accessibility standards.

F 3:
Develop and enforce web standards.

F 4: 
Research and adopt industry standards as they pertain to Dane County environment.
FUNCTION G -   5%:
Provide external agency and volunteer coordination. 

G 1:  
Critique and approve web pages that are written by volunteers.

G 2:
Serve as consultant for staff from Dane County departments developing web pages.

G 3:  
Assist outside agencies that host their websites with Dane County.

FUNCTION H-   5%:
Maintain web server environments. 

H 1:
Install and support third-party software as business needs require.

H 2:
Conduct technical research and make recommendations.

H 3:
Resolve specific technical issues and operation problems.

H 4:
Troubleshoot server errors with network staff as appropriate.

POSITION REQUIREMENTS

Education: Any combination of training and experience equivalent to an Associate’s degree with major work in systems analysis, computer science or related field.

Experience:  Must have experience in .NET (C# or VB), HTML, CSS, ASP.Net, SQL Server, object-oriented programming and functional design. Experience is desired in Windows servers,  Silverlight, SharePoint, Visual Studio, accessibility, ecommerce, graphic design, search engine optimization, video editing, and supporting applications and frameworks used in websites is preferred.

Certifications: NA

Licenses: NA

KNOWLEDGE, SKILLS AND ABILITIES:
Knowledge of the principles and techniques of system development life cycles; object-oriented programming techniques, relational databases, and project management policies and procedures; possess good organizational skills and function effectively as a team member, ability to work effectively with limited direction or oversight, communicate effectively both verbally and in writing, with internal staff, user departments, and outside agency representatives.  

PHYSICAL DEMANDS:
Ability to sit for long periods of time in front of a computer monitor. Ability to hear and see. Possess normal range of motion in wrists and fingers.

WORK ENVIRONMENT:

Typical office environment with cubicles defining work area.
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