POSITION AVAILABLE: WEBSITE CONTENT COORDINATOR

Institute for Curriculum Services (ICS): 

National Resource Center for Accurate Jewish Content in Schools 

POSITION: The Website Content Coordinator will have expertise in transforming information from existing computer documents and hard-copy materials into appropriately formatted website content.  The material to be put on the website is educational material with Jewish content.  

LOCATION: San Francisco Bay Area – Website Content Coordinator will primarily work from home on his/her personal computer, but will need to be available to meet with the Curriculum and Outreach Coordinator as needed.

STATUS: Contract – minimum 20 hours/week
DESCRIPTION: The Website Content Coordinator reports to Curriculum and Outreach Coordinator.  

Responsibilities include:

· Producing inventory of ICS materials.

· Working with ICS’s Curriculum and Outreach Coordinator and web designer to produce content fitting to the website structure and layout. 

· Recommending and developing additional materials for the website.

· Identifying materials on other websites that should be linked to the ICS website.

· Developing power point materials when needed.  

QUALIFICATIONS:

· Proven experience developing user-friendly content for websites.

· Knowledge about curriculum development and Jewish history highly recommended.  

· Excellent organizational, time management, and computer skills required.

· Strong team player and communicator.

Interested applicants should send resume and cover letter to Aliza Craimer, Curriculum and Outreach Coordinator acraimer@icsresources.org or fax info to 415-979-0981.

