
Position:  Assistant to Web Master  
 
The Assistant to Website Master works closely with Webmaster to update 
website of University of Cambodia and also maintain the Emails and Mailing 
List for staffs and students.  
 
A. RESONSIBILITIES:  
 
The Assistant to Website Master assumes the overall responsibilities as follows: 

- Assist in designing the website, creating content, such as text, and insert images, 
such as graphics and photos;  

- Assist in generating and revising webpage, manipulating images and incorporate 
video and audio into websites; 

- Assist in updating existing related UC‘s website and creating new UC related 
website as requested by Senior Management. 

- Interface for performance  issues, work closely with IT partner to address issues 
with partner hosting company or email service provider to maintain a strong 
relationship with them to avoid downtime;  

- Maintain responsive design by stay up to date on the web’s latest technologies 
and make sure the site and its contents are always mobile friendly and multi-
platform ready;  

- Able to plan for future changes to the website, beside day-to-day activities, 
webmaster need to focus on the improvement of the website as a whole.  

- Assist in creating and maintenance emails for staffs, students and make sure the 
mailing list are up to date 

B. QUALIFICATIONS: 
The Assistant Web Master shall have a Bachelor’s Degree Information 
Technology at least 2 years of relevant experience (a portfolio of the candidate’s 
best work must be submitted) could be supplemented for degree requirement.  A 
good background in graphic design is highly preferred. 
 
i. Knowledge 

- Web design 
- Graphic design 
- Be able to communicate effectively in English. 

 
ii. Skills 

- Must have a strong command of using coding such as HTML, PHP, XML and 
CSS; 

- Must extensive working experience with software such as Photoshop, Illustrator, 
Flash and Java 

- He/she has to continue to maintain the site and fix any errors that occur (such as 
broken links, files not opening properly, slow download times, correcting and 
updating content, etc.) 

- Knowledge in any CMS ( Word press, Joomla, Drupal) 
- Good Knowledge in Cpanel web hosting and email hosting 
- Good in Communication Skill  



 
 

iii. Personal Attributes 
- Honest and trustworthy 
- Respectful, Hard work, Creative, Fast Learner 
- Possess cultural awareness and sensitivity 
- Flexible 
- Demonstrate a sound work ethic 

 
C. REPORT LINE 
This position reports to the Director of IT. 
 
 


