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Minimum Skills Worksheet


Tracking Number:      

Vendor Name:      


Candidate Name:      
	WEB SPECIALIST – Web Content Manager Role

	Definition: A Web Specialist may be responsible for the design, layout, and/or coding of a website. This involvement includes the graphical and technical aspects of a website – how the site works and how it looks.  A Web Specialist may create the information architecture and structure of the website. A Web Specialist may also be involved with the maintenance and updating of an existing website.

	Note:  Items in BOLD font and asterisk * below under “Specification” are minimum requirements for Web Specialist.  Items in BOLD font below listed in each role are minimum requirements for working experience/skill. Items not in bold/asterisk are desirable and do not have defined minimums. Defined minimums for these may be established in each request and relevant to the engagement description.


	*Specification
	*Minnesota Standard (minimum specification)
	Identify the Candidate’s Qualifications (e.g. degree, number of engagements, years of experience, scope of work and/or duration of work – do not just answer Yes/No)

	*Level of education
	*B.S. or B.A. Degree
	     

	*Certification
	*Degree program or relevant certification dependent on role
	     

	*Years of experience in a Web Specialist  role
	*Five years of experience in Web Specialist role
	     

	*Engagements lasting more than three months in Web Specialist role
	*Five engagements lasting more than three months in Web Specialist role
	     

	Working Experience & Skills:

	*Certification
	*Degree  program in English, Journalism, Technical Writing, or a related field or Association for Information & Image Management (AIIM) Certified Informational Professional (CIP) Certificate field or International Webmasters Association (IWA) Web Technologies Certificate
	     

	*Accessibility and WCAG standards
	*Experience with compliance in web content accessibility and WCAG standards.
	     

	*Web Content Management Systems
	*Two or more years’ experience working in a dynamic web content management system.
	     

	*Communications and marketing
	*Significant experience with branding and messaging; working with Communications departments.
	     

	*Technical teams
	*Significant experience working with technical teams in implementation of website content.
	     

	*Word Processing
	*Intermediate (or higher) proficiency with Microsoft Office applications: Outlook, Word, Excel and PowerPoint
	     

	*Business Writing
	*Significant demonstrable experience in business writing including documents and publications
	     

	*Web Writing
	*Significant demonstrable experience writing for the web. Understanding of visual vs. textual in website content creation
	     

	Photo & Graphic Design Tools
	Experience is using photo and graphic design tools, i.e., Adobe Photoshop
	     

	Communications requirements
	Good communication skills of project activity, expectations, updates, etc. may be required for some engagements. No minimum
	     

	Work environment
	Working independently and/or in a team environment may be required for some engagements. No minimum
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