Web Site Manager

GS-1001-13

Introduction

This position is located in the Office of Communications and Public Liaison (OCPL), Office of the Director, National Institute of General Medical Sciences (NIGMS), National Institutes of Health (NIH).  The office plans, develops, and operates a comprehensive public information, public liaison, and scientific reporting program to produce and disseminate information for diverse national audiences about new advances in biomedical research being made by NIGMS grantees, Institute initiatives and policies, NIGMS research and training support programs, and other research-related activities.

A key element of the office's responsibilities is the NIGMS World Wide Web site.  The incumbent is responsible for the management and operation of this site.  Using the Web site as a communication channel, the incumbent carries out a variety of professional assignments in support of the operation of the information program as well as the communication needs of NIGMS components and various target audiences.

Duties and Responsibilities

As manager of the NIGMS World Wide Web site, the incumbent conceptualizes, develops, maintains, enhances, and markets the site.  This includes gathering, analyzing, writing, editing, and clearing material to be posted on the site.  The incumbent determines new categories of information to be provided and works with appropriate NIGMS staff to develop suitable information for these categories.  The incumbent advises NIGMS staff members on the most effective methods for presenting their material on the NIGMS Web site and identifies new technologies that could be incorporated on the Web site or used to meet other Institute or Web site user needs.  The incumbent understands, promotes, and utilizes a user-driven approach to Web site development and refinement.

The incumbent identifies target audiences, determines their informational needs, develops or solicits NIGMS Web site material to meet those needs, and markets the material to the intended audiences.  The incumbent also takes audiences and their needs into consideration in determining the look and navigational features of the site.  He/she interacts with technical, scientific, communications, and managerial staff at NIGMS and NIH, outside researchers, and the general public to ensure that NIGMS Web site content is fresh, effective, and relevant to the site's audiences.  As needed, the incumbent gathers information on the interests, information needs, and computer/Internet capabilities of various audiences and determines whether changes are needed in the Web site to better meet those interests, needs, and capabilities.  

The incumbent determines the organization/architecture of the NIGMS Web site.  He/she manages redesigns and reorganizes of the site and works with designers, HTML coding contractors, and NIH Center for Information Technology (CIT) staff in order to keep the site fresh or improve its usability.  The incumbent establishes NIGMS Web site style formats and standards and develops new standards and guidelines as needed.  The incumbent conveys new standards and guidelines to appropriate audiences within and outside NIGMS using suitable communication channels.

The incumbent is responsible for establishing new policies and resolving policy issues on the use and functionality of the Web site.  He/she also analyzes possible public reaction to proposed policies as they relate to the Web site.

The incumbent keeps the NIGMS Web site up to date, monitoring new Institute initiatives and changes at the NIGMS, NIH, or other levels and making modifications to the site to reflect these changes.  These modifications can range from minor updates to writing or soliciting new documents.  As necessary, the incumbent analyzes, edits, and clears material written by others before posting it on the Web site.  He/she determines when changes to the site or the coding of new documents should be handled by OCPL staff and when these tasks should be assigned to an HTML coding contractor.  When a contractor is involved in document coding, the incumbent prepares the material for submission to the contractor, monitors the status of the coding relative to the deadline set, and checks the contractor's work before the document is posted on the site.  When graphic elements are needed to accompany the material, the incumbent works with artists and designers, who produce this material under the incumbent's direction.  He/she manages contracts and identifies goods and services needed to support the NIGMS Web site. 

The incumbent tracks NIGMS Web site usage statistics and analyzes Web access patterns and trends to determine how, and by whom, the NIGMS Web site is being used.  As appropriate, he/she modifies the site to reflect usage patterns.  The incumbent conducts or contracts for usability testing and incorporates the results of usability tests, as well as usability tests on other Web sites reported in the literature or otherwise available to the incumbent, to improve the usability of the NIGMS site.  In addition to usability testing, the incumbent employs user surveys and other evaluation methods to assess the Web site and implements the results to produce a Web site that is measurably easier and more satisfying to use.  When necessary, the incumbent ensures that proposed user surveys are approved by the Office of Management and Budget.

The incumbent keeps abreast of Web technical developments through research, attendance at conferences and seminars, participation in appropriate e-mail discussion groups, training, and discussions with technical experts.  As new technologies--such as Web portal technology and XML--are implemented at NIH or on the World Wide Web, the incumbent makes the necessary modifications or enhancements to the NIGMS Web site so that it is compatible with those technologies, at the same time ensuring that the site is accessible to the largest possible target audience, including people with visual or other disabilities.  The incumbent represents OCPL on NIGMS committees related to Web or Internet issues and represents NIGMS on Web/Internet-related committees at the NIH level or beyond.

Factor Level Descriptions

Factor 1 – Knowledge Required by the Position

Expert knowledge of World Wide Web technologies, trends, and applications and of Web site development and maintenance strategies to improve the design, functionality, and content of the NIGMS Web site.

Knowledge of the standards for HTML coding and the principles of good Web design and usability in order to present information in effective ways that will increase the understanding and interest of target audiences with varying levels of comprehension of NIGMS programs, policies, and research areas.
Ability to evaluate the effectiveness of NIGMS’ outreach activities via the Web site and to provide strategic vision to improve the future design, content, and marketing of the site.

Ability to interact, coordinate, and negotiate with a variety of individuals and organizations in order to establish and maintain effective working relationships.

Ability to determine the potential of new or existing technology to meet NIGMS needs, as well as the ways in which such technology could be integrated or adapted for NIGMS purposes.

Ability to organize large amounts of information and exercise effective project management in order to plan, perform, and evaluate tasks to successfully maintain the Web site and manage contracts associated with the Web site.

Knowledge of biomedical research and research cultures/organizations and of the NIGMS mission, goals, and programs in order to advise NIGMS management and scientists on the formulation, presentation, and marketing of information on the World Wide Web.

Ability to analyze public reaction to NIGMS programs and policies to develop recommendations that significantly enhance the NIGMS’ online communications program.  

Factor 2 – Supervision Received

The incumbent receives general guidance from the Chief, Office of Communications and Public Liaison, but works with considerable independence, based on knowledge of the Institute's mission, goals, and programs, including special initiatives, as well as knowledge of Web principles and practices.  The incumbent independently plans, designs, and maintains the NIGMS Web site, informing the supervisor of progress as appropriate.  Results achieved are considered technically authoritative and compliant with Departmental and Federal regulations, and are normally accepted without significant change. Work involving particularly sensitive or controversial issues may be reviewed by the supervisor for concerns such as fulfillment of communication objectives or the effect of the incumbent’s advice in facilitating achievement of the office’s and Institute’s objectives. 
Factor 3 – Guidelines

Guidelines include general NIH policy statements and Federal regulations concerning the dissemination of information to the public and the use of Federal electronic information.  Because the incumbent’s activities are in a rapidly evolving area of communications and Web-based information technology, he/she frequently handles unprecedented situations.  In addition, there are few technical guidelines governing the application of computers in the dissemination of information via the World Wide Web.  Available guidelines have limited applicability to many of the complex and unusual situations encountered.  The incumbent must use resourcefulness, tact, judgment, and originality to adapt guidance materials or precedent events to unique and changing situations.

Factor 4 – Complexity

The work requires the application of effective organizational skills to enhance the value of NIGMS online information resources and knowledge of biomedical research and research organizations to advise scientists and management on the formulation and presentation of information on the World Wide Web.  The work also requires keeping abreast of fast-paced developments in Internet-based information management and dissemination.  The incumbent may be given only general goals and must construct an effective strategy for making progress and resolving problems.  Therefore, he/she must display a high degree of originality, initiative, and creativity in developing approaches to assignments and must demonstrate a sophisticated understanding of NIGMS program activities and policies to advise others on the establishment or improvement of materials presented on the Web. 

The incumbent benchmarks the NIGMS Web site against the Web sites of other organizations and identifies areas in which the NIGMS Web site could be improved in terms of usability; content; technical aspects; design; interactivity; use of graphics, animation, and video; or other criteria.  The incumbent balances potential improvements against their impact on the ability of users to access the site, as well as against the staff and contract resources of the Office of Communications and Public Liaison.  Therefore, the incumbent must be familiar with a wide range of computer hardware systems and software applications that apply to Web development activities and connectivity issues affecting the NIGMS Web site.

The work requires decisions on Web site content and what information should be emphasized on the site. Because there is often no previous presentation of the subject matter due to its novelty or unique nature, the incumbent plays a major role in transforming ideas and information into Web site material.  The work requires translating ideas and information into unprecedented presentation formats and involves decisions on what aspects of the subject matter will be presented and emphasized, as well as how each will be presented.
Factor 5 – Scope and Effect

The purpose of the incumbent’s work is to design, manage, and promote awareness of a Web site to inform the public about the benefits of biomedical research and the mission, initiatives, and policies of NIGMS.  He/she is responsible for soliciting, specifying, accepting, and when necessary, rejecting its content, as well as the adoption of new technology to support enhancements to the site.  The incumbent ensures that the NIGMS Web site complies with all regulations and standards regarding accessibility by people with visual or other disabilities.  The incumbent also makes sure that Web site documents follow the current conventions for HTML coding and that they are consistent with the formatting and directory structure of other documents on the site.  The number of people with access to the Web is growing rapidly, and the incumbent’s work in improving the design, functionality, and content of the NIGMS Web site has a significant impact in advancing NIGMS’ goal of promoting awareness and use of the NIGMS Web site among key target audiences.  The policies and standards developed by the incumbent provide a measurable objective for the review and evaluation of the NIGMS communications function on the Internet.

Factors 6 and 7 – Personal Contacts and Purpose of Contacts

Personal contacts are with scientific, communications, managerial, and administrative staff at NIGMS and NIH, outside researchers, and the general public.   The incumbent also works closely with designers, contractors, and staff of the NIH Center for Information Technology, which houses the NIGMS Web site and provides site-related services and technical support.  The contacts may be structured or may not be routine.  The purposes of these contacts are to plan, coordinate, or advise on work efforts or resolve technical problems.  The incumbent responds to requests, questions, and concerns pertaining to the NIGMS Web site, whether these requests, questions, and concerns are raised by NIGMS staff, NIH staff, contractors, or members of external audiences.  The incumbent advises OCPL and other NIGMS staff on Internet- and Web-related matters.

Factor 8 – Physical Demands

The work can be done primarily while seated and requires no special physical demands.
Factor 9 – Work Environment

The work is performed in an adequately lighted and climate controlled office and requires no special safety precautions.
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STATEMENT OF DIFFERENCES
The duties of this position description are similar in scope and responsibility to position, number GM-1999 Web Site Manager, GS-1001-13.  The major differences are Factors 1 and 2.  A description of these duties follows.

Factor 1 – Knowledge Required by the Position,  Level 1-7; 1,250 points

Knowledge of a variety of methods, techniques, and applications used in web design,

to plan the technical details of and produce the content of the NIGMS web site, and to explore the integration of new technology to meet NIGMS needs.  Basic knowledge of biomedical science is needed to understand the content and its impact on audiences, to be able to translate the subject matter into easily understandible and logical designs, and to market the site. Ability to evaluate the effectiveness of the NIGMS’ outreach activities and provide strategic vision to improve the future design, content, and marketing of the site.  Ability to interact, coordinate, and negotiate with a variety of individuals and organizations in order to establish and maintain effective working relationships.  Ability to organize large amounts of information and exercise effective project management in order to plan, perform, and evaluate tasks to successfully maintain the website and manage its associated contracts.  Ability to analyze public reaction to NIGMS programs and policies to develop recommendations that significantly enhance the NIGMS’ online communications program.
Factor 2 – Supervisory Controls, Level 2-4; 450 points

The incumbent is given only the broad objectives and resource limitations for assignments.  He/she employee consults with the supervisor or others to develop specific ideas on the appearance and contents of the web site (e.g., inclusion of specific photos, illustrations, or news items; graphics; or size and placement of items). The incumbent independently plans and carries out his/her work; resolves most differences of opinion or interpretation with scientists or contractors; and coordinates the work with scientists,

contractors, and others such technical support members.  Completed work is reviewed only in terms of its effectiveness in meeting overall Institute and office objectives. This is generally based on the degree of public satisfaction with and usability of the web site.  Work is considered compliant with Departmental and Federal regulations. 

