AMERICAN CANCER SOCIETY

HIGH PLAINS DIVISION, INC.


JOB DESCRIPTION

	JOB TITLE
	Director of Online Communications
	POSITION CODE
	TBD

	DEPARTMENT
	Communications
	GRADE
	TBD

	LOCATION
	Austin or Kansas City Corporate Office
	STATUS
	TBD

	REPORTS TO
	Vice President for Communications

	SUPERVISES
	Manager of E Commerce


	JOB SUMMARY

	Manages the direct development, implementation, and maintenance of the American Cancer Society Web site, E Commerce strategies and other online communications tools for the High Plains Division. Supports the work of High Plains Income Development, Relay For Life, Government Relations, Health Initiatives, Operations and Communications departments to further the mission of the American Cancer Society. Provides leadership and support for all Web content and other online communications strategies.



	RESPONSIBILITIES

	· Overall responsibility for the High Plains Division and department specific content published on www.cancer.org or through online strategies.  Interfaces with key Division staff, Communication Directors and the National office to procure, write, edit, and manage content. 

· Works closely with Division and/or operations staff to ensure content meets business objectives.  Proactively refreshes content to promote frequent return customers.  

· Collaborates with National Home Office (NHO) liaison (iSolutions Specialist) and NHO staff to manage new Web site and meet national needs and objectives.  

· Writes, edits, and manages content for relevancy, spelling, grammar, voice, tone, consistency, and adherence to standards.  

· Identifies potential online or technical service provider partnership opportunities and collaborates with appropriate ACS stakeholders to evaluate and establish partnerships.  

· Communicates any issues with Web site functionality or tools to the appropriate national department contacts for fast resolution.  

· As appropriate, assists with additional informational databases, and the development of CD Rom and other media products. Seeks out new technology and innovative avenues to further the mission of the ACS through online strategies. 

· Manages and oversees eCommerce strategies to include the development and implementation of campaign and marketing strategies to achieve division online income goals. Leads the development of online marketing campaigns geared to drive income and increase constituent participation in online fundraising, and to ensure future growth.
· Provides online technical training and support for staff and volunteers to ensure integration of online annual giving strategies. Leads online objectives in partnership with regional staff managers and volunteers to meet agreed upon event goals and objectives. 
· Performs other duties as assigned by supervisor. 



	KNOWLEDGE, SKILLS AND REQUIREMENTS

	· Bachelor’s Degree in marketing, multimedia, communications, graphic design, computer science or related field or equivalent combination of education and experience.

· Five years experience developing and implementing a wide range of communication activities and strategies - from writing and producing corporate communications materials to managing and maintaining intranet or extranet websites. 

· Must be strategic thinker with fundamental understanding of Internet terms and technologies.  
· Demonstrates an understanding of primary competitors and how to differentiate ACS.  
· Excellent graphic design, information design, interaction design skills.

· Excellent motivational, strategic planning, project management and problem solving skills. Ability to work successfully in a team environment and build consensus.

· Ability to analyze and integrate information from relevant sources and make appropriate decisions.

· Excellent verbal, written, and interpersonal communication skills and the demonstrated ability to work with diverse individuals and groups.  

· Ability to prioritize and handle multiple projects simultaneously; and to develop and work within tight project schedules and budgets. Accustomed to working under deadlines, troubleshooting and creating solutions despite limitations.  

· Experience in coaching executives on applying internal and external communication strategy and tactics to improve operational performance 

· Proficient knowledge in Microsoft office and other software applications, Internet-based applications and computer equipment.  
· Job requires travel. 

The statements shown in each section of this job description are not intended to be all-inclusive.  They represent guidelines for prior job experience and the typical elements and criteria necessary to perform the job successfully.  The ACS High Plains Division reserves the right to modify and expand job responsibilities and duties over time.




