Dear Robert,

I found your resume today and I have a very cool role available that you might be interested in.  My client is located in downtown Dallas and they need to hire a Web Content Producer/Coordinator to join their team ASAP.  It is a contract to hire role with opportunities for advancement.  I attached a detailed job description.  If you are interested, please contact me as soon as possible.  

Thanks!

Sincerely,
Michelle Newton
Web Content Producer/Coordinator

3-6 month contract to hire

Location: Downtown Dallas

About the Position
The primary role of the Web Content Producer/Coordinator will be to assist in the daily production of client  web pages, promotional campaigns & merchandising of movies on the site. This is a terrific opportunity for anyone who wants to learn about Web production in a highly competitive, large scale ecommerce environment. The Content Coordinator will be responsible for coordinating the Content Publishing and Merchandising and User Experience team's workflow. The teams are comprised of Interaction Designers, Visual Designers, Copy Writers/Editors and Publishers. The Coordinator will assist the team to manage/coordinate the planning, development, review, approval and delivery of publishing and creative assets needed for all projects that flow through the two teams.

The Coordinator will be someone who is detail oriented, has trafficking skills, basic HTML knowledge and knowledge of graphic production in a web environment.  The individual will be a self-starting team player that is comfortable serving a demanding user/customer community. The Coordinator will report to the Director of Online Customer Experience, Content Publishing and Merchandising.

The Coordinator serves as interdisciplinary liaison between the User Experience and Publishing Teams and other areas of the company, such as marketing, development, QA and retail. S/he will work with these internal clients who are unfamiliar with the protocols and vocabulary of the online team to determine goals and objectives of projects in order to translate and funnel them into the online team’s production pipeline.  Frequently interacts with departmental Directors and/or functional group managers. Often participates in a cooperative effort among members of a project team. 

Responsibilities / Job Function

· Work with Project Mangers, Product Mangers and Creative Team to coordinate tasks, resources, deliverables and timelines. 

· Facilitate the flow of information between Online Strategy, Marketing and other online production teams such as Project Management, Development and QA.

· Develop project schedules and manage resource needs to ensure a smooth flow of production. 

· Develop reports to keep clients and department leads apprised of project statuses and manage expectations. 

· Identify and manage changes in project scope as it impacts overall team schedule.

· Assist in driving projects from planning, through implementation, to measurement within mixed team environment

· Perform QA proofing and/or user acceptance testing (UAT) on all content changes to site.
· Forecasting resource needs in order to manage group workflow

· Drafting and delivering project communications

· Coordination and organization of project assets (images, data, documentation, etc.)

· Preparing project status report for weekly team meeting

Experience

EDUCATION and/or EXPERIENCE 

Bachelor's degree (B. A.) from a four-year college or university; 1-2 years related experience or equivalent combination of education and experience. Additional experience in project coordination, general web development and familiarity with standard concepts, practices, and procedures of web production would be a plus. 

Attributes of the Ideal Candidate

· Team focused, detail oriented, hands-on 
· Has a desire to learn about:
· Web-related technology and new developments in the industry

· Web production methods

· User-centered design

· Content management and web publishing

· Online Advertising

· Can manage multiple projects in a highly productive team environment and is prepared for fast-paced multi-tasking and occasionally working long hours under tight deadlines 

· Energetic, proactive, independent and responsive to input

· Professional presence
Skills

· Ability to itemize and prioritize tasks and manage multiple projects concurrently, take initiative and provide follow through.

· Excellent organizational, research, troubleshooting, problem-solving skills 

· Excellent collaborative skills and ability to navigate a large organization to get things done 

· Excellent verbal and written communication skills

· Proficient with Office applications (Microsoft Word, Excel, PowerPoint, Outlook)

· Above-average internet knowledge and/or heavy user

· Basic knowledge of HTML (CSS helpful)

· Ability to build and maintain client relationships and discern their general business goals 

· Ability to create project briefs, PowerPoint presentations and cost estimates from existing templates
· Nice to have: Lotus Notes, MS Project, MS Visio, MS Access, NetMeeting/Meeting Place/Webex, Photoshop, Illustrator, Test Director, Bugzilla, Track Record

