
Web & IT Specialist 
Job Descrip4on 

Posi4on:  Web & IT Support Specialist 
Type:  Exempt 

Posi4on Purpose: Web & IT support specialist is responsible for mee8ng the web and IT needs of the 
organiza8on. The IT specialist will administrate Global OnDemand.   

I. Needed Qualifica4ons 
a. Minimum of 2 years proven experience in technical support or closely related field. 
b. Fluency with Wordpress/Joomla. 
c. Working knowledge of HTML and CSS. 
d. Familiar with social media plaNorms. 
e. Proficient in wri8ng - must be detailed in spelling, grammar, and op8mized structure. 
f. Well-organized and team-oriented. 
g. Excellent communica8on skills. 
h. Ability to mul8-task and manage many projects simultaneously. 
i. High quality standards. 
j. Listen to direc8ons and executes well. 
k. Lives a life consistent with the values, mission, and vision of Global Awakening. 

II. General Responsibili4es 
a. Work to meet the web needs of the organiza8on. 
b. Managing the web sites and applica8ons. 
c. Responsible for the handling of support cases with both internal departments and external 

website users. 
d. Perform web maintenance as needed: CMS content updates, video webcas8ng, support, 

and other du8es as assigned. 

III. Specific Responsibili4es 
a. Update websites with new/revised copy changes for departments. 
b. Help support the needs of our websites and any addi8onal departmental needs.  
c. Assist in LIVE event streaming. 
d. Assist with Global OnDemand. 

i. Provide support for the site 
ii. Upload videos & content to the site 
iii. Assist with customer service for the site (coupons, refunds, account access) 

e. Assist in maintaining content of company websites through use of CMS. 

Reports Rela8onship:   
You report directly to the – COO


