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Detailed Job Posting: 2010-2011 Website Developer 
 
Descript ion of Posit ion 
(From Draft Council Policy on Elections Coordinator) 
1. The Website Coordinator shall have the following responsibilities: 

a. Maintain and regularly update the UC Lit Website and Databases. 
b. Coordinate with Executives and Representatives to publicize upcoming events. 
c. Assist the Executive in developing stand-alone web pages for major upcoming events (eg. Fireball, Battle of the 

Bands, etc.) 
d. When requested, work with the Orientation Co-Chairs, to develop a comprehensive website to advertise upcoming 

Orientation activities. 
e. Complete any other website- and database-related duties as requested by the Core Executive from time to time. 

 
Experience & Quali f icat ions 
 Commitment to the UC Community 
 Demonstrated initiative and ability to work alone, as well as with teams 
 Ability to efficiently and rapidly design web pages for a variety of needs 
 Proficiency with online database implementation 
 Pleasant manner and strong service orientation 
 Advanced knowledge of such languages as HTML, XML, PHP, Java, SSL, SQL, Wordpress, Adobe suite etc. are 

invaluable assets 
 Proficiency with MS Office Suite is expected 

Ð Preference may be given to University College students Ð 
 
Application Information 
 Applications are due in ELECTRONIC FORMAT ONLY  (no hard copies will be accepted) to Sarah Ubbi at 

sarahubbi@gmail.com. The deadline for applications is listed below. 
 Applications should consist of at least the following: 

Ð Completed Application Form 
Ð Covering Letter summarizing relevant skills and goals of the applicant(s) 
Ð Detailed Resume/CV for each individuals included in the application 
Ð Portfolio of past web design projects, including links and/or references, as deemed appropriate by the applicant 

 Please address all application documents to the Chair of the Hiring Committee 
 Phone interviews will be conducted if necessary 
 
Addit ional Information 
Term of Work:     Approx. 1 May 2010 Ð 15 April 2011 

Flex-Time Hours: as projects are assigned by the Society 
 
Pay Rate:     Proposed for 2010-2011: $600 fixed honorarium 

Paid in 2 installments: $300 after September, $300 after February 
Bonuses for the completion of larger projects not reasonably included 
in the Job Description (eg. Orientation Website project) may be 
discussed at the discretion of the Core Executive; such bonuses may 
total up to a maximum of $1000 over the year 

Posting Date:     17 March 2010 
Closing Date/Application Deadline:  9 April 2010, 4:00 PM 
 
 
Hiring Process:  Consideration of Applicants  Interviews  Discussion of Interviewed Applicants  Initial 

offer pending ratification  Ratification of Hiring  Contract signing  Term of Work 
Commences 

 
 
Contact: All questions and correspondence pertaining to application for this position should be directed to 

the Chair of the Hiring Committee, Sarah Ubbi, by e-mail at sarahubbi@gmail.com 


