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Job Description 

International Research & Exchanges Board (IREX) 
 
 

Position Title: Webmaster 

Program: ANMP 

Division: MDD 

Reports To:  ANMP Chief of Party 

Position Location: Baku, Azerbaijan 

Grade Level: Grade 3 

Start Date: February 1
st
, 2011 

 
About IREX: 
 
IREX is an international nonprofit organization providing leadership and innovative programs to 
improve the quality of education, strengthen independent media, and foster pluralistic civil society 
development. 
 
Founded in 1968, IREX has an annual portfolio of $50 million and a staff of 500 professionals 
worldwide. IREX and its partner IREX Europe deliver cross-cutting programs and consulting expertise 
in more than 100 countries. 
 
The webmaster implements web pages, maintains content and day-to-day management of the 
website, and assures quality and filing integrity of web pages. 
 
Specific duties include, but are not limited to, the following: 

 Liaising closely with the web designer at the design stage and advise on website needs,  
target audience, partners, etc;  

 Working with the designer and other creative specialists to understand the design concept 
and advising on how it can be implemented technically within constraints;  

 Help produce a design that will be attractive to the target user, has a logical navigation 
system and has all the features required; 

 Making sure that all the links are working properly;  

 Providing technical support to an application once it is running and making further 
adaptations; 

 Track the traffic going to a website. The webmaster should use Internet search engine 
optimization to ensure that the website gets a high ranking on Internet search engines. 

 Deciding on how images and other material will be digitally optimised and presented for the 
web;  

 Ensuring that material on the web site is accessible to all groups including those with slow 
internet access;  

 Testing the site for functionality in different browsers and at different resolutions;  

 Fixing errors; 

 Writing efficient computer code or script to make the various features work, ensuring that 
sound, graphics, animations and timings function as intended and make good use of 
processing and data storage capacity;  

 Running tests of the application to identify bugs that need to be dealt with;  

 Implement search engine optimization strategies; 

 Circulate efficient and accurate reporting, detailing results and suggesting possible 
improvement; 

http://www.buzzle.com/articles/search-engine-optimization-seo/
http://www.buzzle.com/articles/search-engine-optimization-seo/
http://www.buzzle.com/articles/internet-search-engines/
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 Ensure regular communication and email contact with partners and FYI centers and act as 
main point of contact; 

 Monitor web server and site technical performance; 

 Researching and keeping abreast of emerging technologies in order to be able to deliver the 
most up-to-date solutions, including learning new programming languages or technologies.  

Requirements:  

 Knowledge and experience with website design, database development, relational database 
design, and database protocols; 

 Knowledge and experience with installing, configuring, maintaining, tuning, analyzing and 
optimizing websites; 

 Ability to understand and contribute to functional requirements and translate them into 
technical design and development projects; 

 Ability to clearly document features, technical specifications, and infrastructure requirements 
for self-produced technical work and job processes; 

 Must be able to continuously monitor industry trends, technologies, and standards and be 
able to research, recommend, and apply new technologies as they emerge. 

 Candidate must be self-sufficient,  

 S/he must be fluent in Russian and Azeri languages and have good English oral and written 
communications skills; 

 The webmaster must have a degree in computer science, software engineering or any other 
relevant degree. 

Salary is based on experience and salary history. 

Interested candidates meeting the qualifications should forward a cover letter and resume to 
jobs@irex.az, placing “Webmaster ANMP” in the subject line. Please name your attached 
documents in the following format: “LastName_cv” and “LastName_cover”. Deadline for the 
applications is January 15

th
.  Only shortlisted candidates will be contacted.  

 


