
CLOVIS MUNICIPAL SCHOOLS 
 

JOB DESCRIPTIONS 
 
 

Position:     District Webmaster 
 
Supervisor:     Information System Coordinator 
 
General Job Description:  Assist the Information System Coordinator to assure informative, accurate web pages 

are created and maintained for all schools and other district offices. 
 
Essential Duties and Responsibilities: 
 

1. Work cooperatively with colleagues, supervisors, and administrators. 
2. Demonstrate ethical behavior. 
3. Engage in self-development. 
4. Follow district policies and administrative rules and regulations. 
5. Maintain behavior appropriate to performing and accomplishing assigned duties. 
6. Know what to do to successfully complete assigned work under minimal supervision. 
7. Project an over-all concern for personal appearance as it relates to job performance. 
8. Maintain regular, positive contact with each site point of contact to ensure current, accurate 

information is displayed on all District web sites. 
9. Use a variety of web technologies including but not limited to HTML, ASP, CSS, JavaScript and 

understand their relationship to the design of web pages. 
10. Maintain proficiency in Adobe Creative Suite Software. 
11. Must be able to function in an environment under tight deadlines, handle multiple projects at a time, 

work with a wide array of internal clients, while responding appropriately to their needs and input. 
12. Serve as a backup to department secretary to answer phones and assist with walk in customers. 
13. Use of effective customer service skills. 

 
Additional Duties and Responsibilities: 
 

1. Answer web technology related questions from district personnel. 
2. When requested by the immediate supervisor, or Chief Technology Officer, provide training or 

assist those requesting assistance. 
3. Perform other tasks as may be deemed appropriate and necessary by the immediate supervisor 

and/or Superintendent including assisting with support of the District information system 
 

Qualifications: 
 

1. Associates degree or higher preferred. 
2. Demonstrate knowledge of basic office procedures. 
3. Demonstrate knowledge and skill of web development activities. 
4. Demonstrate knowledge and skill of computer function and operation.  
5. Understand and have a working knowledge of technologies and/or languages to ensure web pages 

remain vibrant and meaningful without including unnecessary programming. 
6. Possess an understanding of basic photography skills. 
7. Experience with print design. 
8. Such alternatives to the above qualifications as the Superintendent may find appropriate and 

acceptable. 
 
 
 
 



Physical Requirements: 
 

Sitting, standing, lifting and carrying (up to 50 pounds), reaching climbing stairs, squatting, kneeling, 
fingering or otherwise working with fingers, and moving light furniture may be required. 
 

Safety and Health: 
 
 Knowledge of universal hygiene precautions. 
 
Equipment/Material Handled: 
 
 Must know how to properly operate, or be willing to learn to operate, various forms of technology including, 

but not limited to computers and printers. 
 
Work Environment: 
 
 Must be able to work within various degrees of noise, temperature, and air quality.  Interruptions of work are 

routine.  Flexibility and patience are required.  Must be self-motivated and able to complete job assignment with 
minimal direct supervision.  After hours work may be required.  Must be able to work under stressful 
conditions. 

 
Terms of Employment: 
 
 Salary and work year to be established by the Board. 
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