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Web & Social Media Administrator
Closing date:	31st August 2015

The Cyprus Institute (CyI, www.cyi.ac.cy), is a non-profit science and technology research and educational institution and is currently seeking to recruit a dynamic and versatile professional to assume the position of Web & Social Media Administrator. 

As a member of the Communications Department the ideal candidate will be a software and design professional with experience developing applications and using relevant technologies for websites, social media and other software (CRM, collaboration tools etc.). His/her experience should include:

Webmaster
· Design, code, test, debug and support all types of applications consistent with established requirements
· Maintain (fix/upgrade), optimize and secure existing applications
· Provide alternate design solutions, as appropriate
· Proficient in HTML, CSS, JavaScript
· Proficient in relational database design
· Ability to design user interfaces for multiple devices 

Social Media Management
Managing social media tools:
· Maintain social media calendar on an on-going basis and in a timely manner
· Have experience with social media platforms, including: Facebook Pages/ Events, Twitter, Tumbler, Google+ 

Website and graphic design
· Website design – aiming to reach audiences through web technology
· Graphic Art - develop image files for inclusion in pages. Must understand important concepts of developing graphics for the web environment

Designing material and presentations:
· Produce online and print publications and presentation materials
· Knowledge of Adobe Photoshop and Adobe Illustrator
· Understand the required products, envision design that is artistic while matching industry standards and guidelines
· Design posters, flyers, post cards, newsletters, corporate presentations

 Marketing & Communications 
· Good understanding of general marketing communications practice
· Use communication skills to reach audiences through web technology

Required Qualifications, Skills and Experience:
· University degree relevant to Computer Science, Marketing, Communications and familiarity with computer coding, databases as well as marketing and communications
· 2-3 years minimum experience in website management, social media and marketing/communications
· Excellent communication (written and verbal) in English. Knowledge of the Greek language will be considered an advantage
· Social networking ability, energetic, passionate, creative, and solution oriented
· Creative, highly motivated, resourceful individual who can work on multiple projects, while growing in each area of responsibility
· Detail-oriented and results driven, with the ability to multitask changing priorities with limited supervision in a high-pressure work environment
· High level of communication and interpersonal skills and the ability to adapt in a multicultural environment

The appointment will be for a fixed two-year term renewable. The salary will depend on the experience and qualifications of the successful candidate. 

Application

For full consideration, interested applicants should send i) a letter of interest, ii) Curriculum Vitae and iii) the names and the contact details of three referees (all documentations should be in English). Please send your application by the 31st August 2015 via email to HR@cyi.ac.cy showing the following reference in the subject heading: CYI_WSMA_15_03. For further information, please contact Dr. Michalis S. Yiangou (avpo@cyi.ac.cy).  Please note that applications without the proper reference number in the subject heading will be discarded. Recruitment will continue until the position is filled. All applications will be treated in strict confidentiality.
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