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Web Content Writer

DEFINITION

Web Content Writers are responsible for researching, developing and writing online content for the
Department and the City’s internal and external websites ensuring content is written and presented
in a format that meets web usability standards and is consistent with company information design
guidelines and brand image.

Employees of this class work with clients to align web activities with business planning processes
and communication strategies in order to conceive, refine and produce innovative promotional and
functional electronic media and materials that meet user needs.

Web Content Writers generally work in a team environment under the supervision of a superior such
as a Web Content Coordinator. Incumbents are expected to work independently within established
guidelines and procedures, while collaborating with web team members to enhance website
functionality and develop ways to effectively meet customer needs.

TYPICAL DUTIES *

Respond to the needs of clients for the effective and creative application of web technology and
content to meet their business needs. Recommend alternatives in order to find a balance between
industry standards, client wants, and user needs.

Consult with the client to develop web content; set priorities; identify and resolve problems; oversee
taxonomy design for review and approval.

Review material submitted for electronic publication to ensure that posted information is consistent
with the City's established web standards. Advise clients on issues concerning the content and
presentation of information; design content presentation solutions (ex. page layout, styles,
information architecture).

Use creativity, design and technical skills to conceive, refine, and produce high-quality promotional
and functional electronic media and materials, including but not limited to electronic registration
forms, electronic newsletters, web content (HTML pages, documents, images, and audio & video
files) Sharepoint sites, and other web related and social media solutions.

Work closely with the Communications Branch for branding approval, the Corporate Web Office to
ensure web content meets corporate standards, and collaborate with other subject experts such as
IT for application enhancements or technical problems, FOIP specialists, and external partners.

Upgrade site content on an ongoing basis to improve and keep the site visually interesting and
current. Notify 311 regarding script changes, upcoming events and outages.

Monitor site performance and utilization activities by performing statistical analysis of traffic on the
City of Edmonton’s websites (internal and external) and applications.

Evaluate results of website usability, communication audits and customer satisfaction surveys to
understand how and where to improve content.

Analyze and evaluate the Ilatest industry trends, IT and web advances and recommend
improvements to the Corporate Web Office.

Operate computer hardware/software, photography, audio and video, and related equipment as
required. Convert written, graphic, audio and video components to compatible formats.
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Actively participate and contribute to web team’s creativity, efficiency and accomplishment of broad
goals and policies identified by the corporate web team.

Conduct training and education workshops in support of Red Dot, Sharepoint and Smartboard users.
Participate as a team member on web-related projects.

Perform other duties essential to web development as directed.

KNOWLEDGE, ABILITIES AND SKILLS

Excellent verbal and written communication skills with strong attention to detail.

Technical knowledge and competency in web authoring tools and design software such as: HTML,
Content Management Systems (CMS), Macromedia Dreamweaver, Adobe Photoshop, and Adobe
lllustrator.

Proficient with social media tools, especially Facebook, Twitter, YouTube, MySpace and other
emerging web technologies and trends.

Ability to work independently and as a member of a team and to make decisions in accordance with
established policies, standards and objectives.

Demonstrated ability to establish and maintain effective working relationships with personnel at all
levels of civic services in a team environment.

Knowledge of the City’s web usability standards and practices, including a solid understanding of the
City of Edmonton’s website taxonomy.

Strong organizational skills, including the ability to handle multiple assignments and tasks while
meeting deadlines.

Ability to write in a variety of formats and styles for multiple audiences.

TRAINING AND EXPERIENCE REQUIREMENTS

Job Level

Graduation from a recognized community college or technical institution with a diploma or a
certificate in web applications, web design, web writing or a related program, supplemented by a
minimum of one (1) year experience with proven web writing and web development skills.

* This is a class specification and not an individualized job description. A class specification represents and defines
the general character, scope of duties and responsibilities of all positions within a specific job classification. It is not
intended to describe nor does it necessarily list the essential job functions for a specific position in a classification.
Positions may perform some of the duties listed above but this does not necessarily qualify for placement into this
classification.
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