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VOLUNTARY OPPORTUNITY POSTING
Tirgan 2011

Type: Temporary

Department: Administration

Committee: Information System

Sub-committee: n/a

Approx. Duration: May 2011 — July 2011

Approx. Time Commitment (per week): 6 hours
Number of Position(s): 1

Date Posted: Wednesday, May 11, 2011

Closing Date: Wednesday, May 18, 2011 — 5:00 pm

Position Title: Web Administrator
POSITION ID: 532 CALL NO. 001

Requwed Qualifications and Skills:
Remain interested in Iranian culture, as well as its outreach and promotion, amongst
the non-Iranian and young Iranian communities,

= Loyalty, adaptability and punctuality,

= Commitment to the values of the organization and festival,

= Ability to articulate needs and represent the organization,

= Ability to create a vision and remain to keep it throughout the process,

= self-motivated, even tempered, a good mediator/have good people skills, patient, and
able to see the big picture,

= able to handle multiple projects simultaneously,

= ability to prioritize, maintain focus and delegate,

= Deliver cooperative services to team members within or beyond this department,

= Must possess excellent communication skills (verbal and written) and pleasant
personality,

= Must have the ability to follow directions and instructions under general supervision
and/or independently,

= Must be detail oriented,

= Desire to contribute and being an active and creative member,

= Nice to have: previous volunteer experience.

Specific Responsibilities:

= Report to Information System Manager and Administration Director,

= Good knowledge of HTML and CSS,

Familiar with Drupal or any other Content Management Systems,

Account for web administration tasks and duties essential to Tirgan needs and requirements,
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Maintain Tirgan website content and material posted and ensure that material have been
reviewed properly,

Conduct uploading duties for the material approved by the Review Coordinator,

Send newsletters received from Media Relations to public using the Tirgan mass email list,
Account for the layout of Tirgan website content,

Track web traffic and newsletter hits,

Coordinate with Graphic communication to develop programs based on an approved design.

General Duties:

Consider decision-making aligned with the approved theme and objective of Tirgan,
Adhere to all confidential regulations and do not disclose any type of information to
unauthorized parties,

Participate in all meetings; provide periodic updates, and prepare minutes for the
meetings,

Account for proper archiving of key information and important chorology of
internal/external correspondences,

Remain accountable to practice prompt exchange of up-to-date information and
decisions made in Tirgan and acquire necessary approvals, prior to implementation,
Contribute by being an active and creative member,

Provide solutions and suggestions to add value to the team.

Special Remarks:
A brief training and on-boarding will be provided upon joining the team.

We are looking forward to have you on board and make Tirgan Festival 2011 the
milestone of the Iranian community.

Only candidates who have best illustrated their ability to fulfill requirements of this
voluntary opportunity will be further considered in this process.

Applications will be accepted via email to info@tirgan.ca, no later than 5:00 pm on
Wednesday, May 18, 2011. An application will consist of a short paragraph expressing
your interest, and briefly describing your previous experience and abilities.

www.Tirgan.ca
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