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WEB DEVELOPMENT TEAM


Web Development Team (WDT)

This team should lead in developing the commitment college-wide for the MCC Website. This group is responsible for the flow of information into the website that best informs the users; students, faculty, businesses, vendors and the community.

Members include: 

Student Services Representatives

Academic Services Representatives

Administrative Services Representative

Executive Producer

Project Manager

Content Manager

Content Developers 

Writer 

Webmaster 

Web Developers

Technical leads as needed

Advisory Support as needed

Contributions:
· Agree on content expirations – how long should it be up

· Help determine overall update schedule, working around heavy times

· Set Highlights protocol

· Develop list of external sites worth watching (competitors?)

· Help to promote the effective use & descriptions of web functions throughout the college 
(i.e. catalog, seasonal schedules)

Questions:

· Site Photos, who’s responsible?

· Home Page photo additions/changes

· Internal Photographs – appropriate to format (able to crop to narrow horizontal format)

· Releases: This needs to be looked into...when they are needed, who keeps them on file?

support documents:

· An online area has been created to make important and timely 
documents and information readily available to the WDT. www.mcc.edu/wdt

Academic Services Representative

Cheryl Bassett

Gail Ives
You’ve been selected to represent your side of the house because we need knowledgeable, action-oriented representatives to help facilitate content for the MCC Website to best provide users with accurate, up to date, easy to access information...the stated goal of this site.

Contributions:

· Coordinating, recommending and oversight of content for your area

· Developing avenues of collecting feedback

· Consideration of this feedback

· Web traffic analysis?

Administrative:

· Help establish yearly schedule with detail

· Seasonal Updates — all update periods the same for all areas?

· Content Status Report — confirm, details, help set priorities within your area

· Assign specific provider contacts

· Clarify individuals approved to make changes

· Update these as they change

· Content Manager is responsible for keeping this current, so you’ll turn info over to her

· Help establish/confirm Content Provider Contact List

· Department heads are responsible for content areas

· CM will provide document based on Content Status Report

· See First Priorities document detail the above information

Content:

· Suggesting new content or content enhancement

· Help to facilitate provider review 

· Help to facilitate content development

· Sectional — helping to define:

· New content submissions

· Paths by which content is accessed

· Help identify unclear/incomplete content area

· Sitemap content feedback

· Recommending Key User Path info

· New and Current Student, Parents, Faculty, etc.

· Home page changes or additions including:

· Highlights

· Connect to MCC area

· Jump Menu - the pull down menu

· Home photo update input

Getting Started:

· Develop clear understanding of the site

· Become familiar with your area as determined

· Use templates/colors for communication

Student Services Representative

Delores Deen

Jennifer McDonald
You’ve been selected to represent your side of the house because we need knowledgeable, action-oriented representatives to help facilitate content for the MCC Website to best provide users with accurate, up to date, easy to access information...the stated goal of this site.

Contributions:

· Coordinating, recommending and oversight of content for your area

· Developing avenues of collecting feedback

· Consideration of this feedback

· Web traffic analysis?

Administrative:

· Help establish yearly schedule with detail

· Seasonal Updates — all update periods the same for all areas?

· Content Status Report — confirm, details, help set priorities within your area

· Assign specific provider contacts

· Clarify individuals approved to make changes

· Update these as they change

· Content Manager is responsible for keeping this current, so you’ll turn info over to her

· Help establish/confirm Content Provider Contact List

· Department heads are responsible for content areas

· CM will provide document based on Content Status Report

· See First Priorities document detail the above information

Content:

· Suggesting new content or content enhancement

· Help to facilitate provider review 

· Help to facilitate content development

· Sectional — helping to define:

· New content submissions

· Paths by which content is accessed

· Help identify unclear/incomplete content area

· Sitemap content feedback

· Recommending Key User Path info

· New and Current Student, Parents, Faculty, etc.

· Home page changes or additions including:

· Highlights

· Connect to MCC area

· Jump Menu - the pull down menu

· Home photo update input

Getting Started:

· Develop clear understanding of the site

· Become familiar with your area as determined

Use templates/colors for communication

Administrative Services Representative

Mary Lou Sullivan
You’ve been selected to represent your side of the house because we need knowledgeable, action-oriented representatives to help facilitate content for the MCC Website to best provide users with accurate, up to date, easy to access information...the stated goal of this site.

Contributions:

· Coordinating, recommending and oversight of content for your area

· Developing avenues of collecting feedback

· Consideration of this feedback

· Web traffic analysis?

Administrative:

· Help establish yearly schedule with detail

· Seasonal Updates — all update periods the same for all areas?

· Content Status Report — confirm, details, help set priorities within your area

· Assign specific provider contacts

· Clarify individuals approved to make changes

· Update these as they change

· Content Manager is responsible for keeping this current, so you’ll turn info over to her

· Help establish/confirm Content Provider Contact List

· Department heads are responsible for content areas

· CM will provide document based on Content Status Report

· See First Priorities document detail the above information

Content:

· Suggesting new content or content enhancement

· Help to facilitate provider review 

· Help to facilitate content development

· Sectional — helping to define:

· New content submissions

· Paths by which content is accessed

· Help identify unclear/incomplete content area

· Sitemap content feedback

· Recommending Key User Path info

· New and Current Student, Parents, Faculty, etc.

· Home page changes or additions including:

· Highlights

· Connect to MCC area

· Jump Menu - the pull down menu

· Home photo update input

Getting Started:

· Develop clear understanding of the site

· Become familiar with your area as determined

· Use templates/colors for communication
Content Manager 

Rebecca Gale (CM)

Marie Luckner, support (CMS)
The Content Manager should be the administrative conduit for the Website. This person should be proficient in MS Office, MS Excel and possibly MS Project. The prime goal is to track all detail affiliated with the site, and make sure it stays on the agenda, and that nothing drops off the radar without approval.

Contributions:

· Content Status Report

· Make sure all aspects are assigned

· Help establish schedule details

· Get date needed/promised by WDT

· Track and coordinate 

· Assets (photos, files, copy)

· Status, needs, schedules and approvals

· Content expirations for date sensitive content

· Create Provider Contact List

· With feedback from WDT

· Department head, authorized providers, dept., phone, fax, email

· Coordinate yearly schedule (see 2.1)

· Actual schedule will be determined by the WDT

· Responsible for administrating content changes, see Page Change (3.2)

· Attend all meetings related to web development including intake meetings, workshops and individual development meetings, facilitate as needed

· Coach individuals on content development, web guidelines in workshops or as needed

· Review all web page changes and insure that all items are addressed in a timely manner

· Highlights - Track & coordinate changes

· Make sure submissions are coming in 

· Create Resource List

· Send reminders (according to sched)

· Coordinate Writing, Editing or Proofing as needed 

· who approves verifies?

· Double check final once its live

· Coordinate method with WDTech
· Get word count and other guidelines from WM
Administrative:

· Send out meeting reminders, coordinate attendee schedules and equipment needs (CMS)
· Help gather Agenda information (thru feedback or previous commitment) (CM)
· Minutes of meeting (CMS) distribute to members
 Getting Started:

Become familiar/comfortable with the web site
Content Writer/Editor

Sharon Campbell
Copywriter should have (or gain) experience with web specific writing needs, helping to develop clear style and tone. The goal is to enhance the user experience and understanding through clear, concise, friendly communication. 

Contributions

· Develop clear style and tone for the site

· Connect with providers and WDT
Getting Started:

· Research/Training – to help gain knowledge of web writing

· A great resource with fairly complete guidelines

· http://www.sun.com/980713/webwriting/
· Utilize search engines to find more info

· Create Writing Styleguides

· See Oakland University (off home page) it’s simple yet covers many aspects

· Yale has extensive Styleguides, and are a good reference

· these can be expanded later

· Start some rewrites for practice

· Why

· About

· Submit to Sally after editing (for initial only)
CONTENT:

· Highlights for the home page

· Coordinate needs/proofing with CM

· Develop new content working with WDT, CM, Provider & Developers as needed

· Enhance current content

· Keep navigation and architecture in mind at all times

· Make suggestions and give feedback to WDT
Administrative:

· Coordinate schedule with WDT/CM on rewrites/writing

Supporting Documents:

· CSS styles – Visual guide to fonts on the site

· writer could possibly recommend font style

· Content Guidelines.doc (evaluate)
· WD Criteria? (evaluate)
Content Editor

Michael Kelly

Exact role to be determined

Content Developer

Webmaster

Linda Motter

This person will work closely with content providers, recommending additions and assets, advising to make the most of the content. This person may also develop assets such as graphics, photos, charts and PDF forms. This person may also act as an Information Architect, making sure that information is accessible from a number of areas, including the sitemap, and providing feedback to the WDT. Will work closely with writer/editor.

Executive Producer

Mark Hope
Has overall charge for implementing MCC’s goals and strategies for the site, as well as staffing and budgetary oversite. This person would be the conduit to MCC’s upper management. Should be (or become) familiar with the web, especially competitive sites.

Check out competition

Project Manager

Organizes site projects from start to finish, is responsible for determining and defining the sites actual needs and for educating and assigning team members regarding workflow, schedule and overall goals of the site. This would require an individual with extensive knowledge of the Colleges resources, who would become VERY familiar with all of the text and graphic content, and related Architecture. Works closely with Content Manager and Developer. Should have good communication skills and creative orientation.

Sally Strand has held this position since January. This would ideally be served by a person outside the main development departments. This person may also be Content Manager, and/or writer and/or editor.
Technical Support Team

WebMaster

Tim Shepherd

As this position has recently been filled, a complete job description has been developed under a separate document.

Web Developer

Webmaster

Linda Motter
Highly skilled with Dreamweaver. Fluid in HTML including tables, frames and cross-browser issues, with clear understanding of backend engineering.  This person will populate pages and integrate function. Will work closely with backend engineering for full function. May be Web Master or Content Developer. Other skills might include: Photoshop, Fireworks, Flash, Art Director skills a plus.

Engineering Lead

Jason Moehlman
Programming/Backend Engineer Lead. Liaison between Frontend (graphic interface) and Backend (programming), establishes programming team. Works with Production Manager to establish Engineering workflow / schedule. 

Database Lead

Jason Moehlman

Ken Boldig (Lotus Notes)
Providing the knowledge and skills to deliver dynamic content. This person may change as database needs change, but will remain and important part of the team. With knowledge of where all content comes from: what, when, where, why and who.

Advisory Support

This is your opportunity to have input into the MCC site

Come to monthly meeting, more often if you have active needs
· Bring issue with you to monthly meeting or contact the Content Manager

· Identify unclear/incomplete content in their area

· Input into development of their area, or overall site

· recommend key user paths

Specific needs will be assessed as site is evaluated.

Michael Kelly — Marketing
Tammy Cummings — Registration/WebAdvisor

Diana  — Library
Mike Ennis — Curriculum
Academic Functions

Kelli Sproule — CFO
Brenda Philips — HR
Marc Payne — Admissions
Linda Moxam — Foundation
Dianne Furtick — RTC Project Manager

Lisa Poma

Mary Meeker
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