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STATE OF MINNESOTA
POSITION DESCRIPTION
EMPLOYEE NAME: 



             POSITION CONTROL NUMBER: 
AGENCY/DIVISION: 
Department of Natural Resources

ACTIVITY:

    

Management Information Services Bureau (MIS)

CLASSIFICATION: 

Information Technology Specialist 2 (ITS 2)

WORKING TITLE: 

Web Designer

PREPARED BY:   




APPRAISAL PERIOD: 
July 1 - June 30 (annually)

EMPLOYEE SIGNATURE:
____________________________
Date:______________

SUPERVISOR SIGNATURE: ____________________________
Date:______________

POSITION PURPOSE:
This position exists to create high quality web page and graphic design, content, and standards for the Department of Natural Resources Internet web site and DNRnet, the department Intranet.

REPORTABILITY:
Reports to:
Data & Applications Manager

Supervises:
No supervisory duties

DIMENSIONS:
Budget:
Impacts budget decisions of DNR units developing and managing Internet applications and content.

Clientele:
The DNR as an agency, in its efforts to improve communication, both externally and internally, through the use of Internet and Intranet technologies.  DNR staff involved in the development and publication of electronic content and services for the DNR web site and DNRnet.  Citizens using the DNR web site.  

1. Develop and implement standards to ensure high quality design,
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navigation, and content integration on the DNR web site and

DNRnet.
A. Develop high-level design and navigational schemes for the DNR web site and DNRnet.

B. Develop policies, standards, and guidelines for the interface design of applications and information published electronically.

C. Select and implement web design and development tools.

D. Train staff responsible for web content to use the design standards and tools.

PERFORMANCE INDICATORS
· Design standards are consistent with “best practices” for the web.

· Staff developing web applications and electronic content are aware of and follow established policies, standards, and guidelines.

· Staff express satisfaction with technical assistance and advice received.

2. Design documents and graphics for publishing on the DNR web
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site and DNRnet.
A. Establish a look-and-feel for the DNR web site and DNRnet, and resolve conflicting design approaches with business units.

B. Design and program menus, screen layouts, typography, buttons, and visual, auditory and other sensory design aspects of the interaction between site visitors and the web site.

C. Create graphic images appropriate to document content.

D. Use industry standard tools such Adobe Illustrator, Adobe Photoshop and Macromedia Freehand.

PERFORMANCE INDICATORS
· The DNR web site and DNRnet have a distinct, recognizable design, architecture, and navigational scheme, and are easy to navigate.

· Interface and graphic design is user centered and tested for usability.

· Unique needs are met and well-integrated in overall site design.

· Design resources are well organized and built in such a manner as to be useful in future work.

3. Develop content, and update web pages on a recurring basis in a 
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timely manner.
A.
Design content and web pages based on design standards and in consultation with clients.

B.
Gather information from multiple sources and revise, edit, and integrate it to create concise web page presentations.

C. Translate print and electronic documents using HTML editors such as DreamWeaver and conversion utilities such as Adobe Acrobat.

D.
Edit and proofread content to ensure that all information posted is accurate and in conformity with agency editorial standards and publishing guidelines.

PERFORMANCE INDICATORS
· Interfaces and graphic design are user centered.

· Existing content is effectively re-designed for electronic presentation.

· Content published on the DNR web site and DNRnet is of high quality.

4. Maintain up-to-date knowledge of web trends, analyze new
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technologies for applicability to DNR web projects, and develop

long-range plans based on evolving technologies.
A. Attend classes, meetings, seminars, and workshops on the future of web application delivery and content design.

B. Surf the web for innovative ideas and techniques.

C. Read current literature on web technology trends.
PERFORMANCE INDICATORS
· The DNR web site and DNRnet employ state-of-the-art design tools and techniques, and have a fresh and up-to-date look.

· Department staff and management are apprized of long-range plans and resources needed for web development.
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RELATIONSHIPS
The Web Designer must maintain constructive working relationships and effective lines of communication with the Data & Applications Manager, web content coordinator, application programmers, web content managers, and DNR technical, professional, and managerial staff seeking advice and assistance with web project solutions.  This includes both central and regional office staff.  Contact is also made and professional relationships developed with other state agency personnel, both individually and by serving on pertinent interagency committees.

KNOWLEDGE, SKILLS AND ABILITY
The  Web Designer is the lead graphic designer and page builder for the DNR web site and DNRnet.  This person must be able to plan, design and implement a comprehensive graphic design for large and diverse web sites.  He or she must also be capable of directing the creative work of others.  The position requires a blend of strong human relations, graphic design, and computer technology knowledge, skill, and ability.

Communication.  The incumbent must possess excellent written and oral communication skills in order to effectively communicate with technical, professional and managerial staff, and to provide leadership in designing DNR web sites. The ability to correspond openly and directly, to listen carefully, diffuse and negotiate conflicts, cooperate as a responsible team player, and elicit and apply technical information is essential. 

Graphic Design.  Critical to success in this position are strong graphic design skills.  The ideal candidate will have training and experience in traditional print media design tools and techniques, as well as training and experience in the use of tools and techniques for graphic design in electronic media.

Computer Technology.  The incumbent must have knowledge and understanding of the methods and techniques of designing and programming architectural schemes, navigation, and content for the web.  This includes in-depth knowledge and skill using computer-based graphic design tools such as Adobe Illustrator, Macromedia Freehand and Adobe PhotoShop; web technologies such as Cascading Style Sheets and Javascript; and web site architecture design, development, and management tools such as Macromedia’s Dreamweaver and Flash.  Experience with equipment such as OCR scanners, digital cameras, and presentation equipment is also required.

PROBLEM SOLVING AND CREATIVITY
The incumbent must be self-motivated, creative and flexible to achieve desired results. The Internet presents a rapidly changing environment.  Such an environment places a high demand on the problem solving and creative abilities of the Web Designer.  This person must shift gears with every new DNR design request and web enhancement.  The process of analyzing and resolving web architecture and design alternatives is the essence of creativity in this position.
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FREEDOM TO ACT
The incumbent has broad freedom to act using his or her professional judgment and expertise. He or she conducts assessments, makes recommendations and determines web development direction, and initiates planning efforts.  Daily work is done independently and decisions are made independently, within established policy guidelines.  Reporting is on an exception basis.  The incumbent provides project management plans to update work in progress.

The incumbent is accountable to the Information Systems Manager for the consequences of decisions and actions.  Decisions and actions must be legal and ethical, and result in quality public service.  Evaluation of the incumbent is based on assessment of results achieved.
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