National Congress of American Indians

About NCAI:

Founded in 1944, the National Congress of American Indians is the oldest, largest and most representative American Indian and Alaska Native organization in the country.  NCAI advocates on behalf of more than 250 tribal governments, promoting strong tribal-federal government-to-government policies, and promoting a better understanding among the general public regarding American Indian and Alaska Native governments, people and rights.  For more information, visit the NCAI website – www.ncai.org 

NCAI Web Developer/IT Support

BASIC FUNCTION: 

Under direction of the Executive Director develop, implement, program and manage web based applications; provide technical support and assistance to organization staff in regard to web site usage, content, development and regular posting and IT support. 

REPRESENTATIVE DUTIES: 

ESSENTIAL DUTIES: 
Overall operational responsibility for the office Internet web site. Design and implement internal and external web pages and applications. Convert documents into HTML (Hypertext Markup Language) or other web programming languages. Support a Microsoft based network running NT/2000 and Exchange. Server, PC, MAC and Laptop expertise needed to perform the duties of this position. Monitor daily activity. Assist with purchase orders for hardware and software procurement & other administrative duties. Install and maintain network hardware and software. Troubleshoot network usage and computer peripherals. Install new users. Install new applications. Perform system backups and data recovery. Resolve network communication problems independently. Assist with PC installation, maintenance, E-mail administration, and disk capacity monitoring and network security.  Coordinate professional services of Web Developer and Network Technical Support Contractor. 

KNOWLEDGE AND ABILITIES: 

KNOWLEDGE OF: 
Html, PHP, Linux, TYPO3  
Various computer software applications and web site development programs including, Microsoft Office Applications, Macromedia Products, Adobe PhotoShop and Illustrator and HTML and CGI and JAVA scripting.  
Interpersonal skills including tact, patience and courtesy. 
Correct English usage, punctuation, grammar and vocabulary. 

ABILITY TO:
Workstation Support / Desktop Support (Tier Level 2 or 3). 
Hardware and software troubleshooting. 
Excellent customer service skills to work effectively with clients and vendors.

Excellent documentation skills. 

Practical problem solving skills and solid trouble shooting skills a must. 
Possess excellent organizational and oral communication skills. 
Ability to work well with other people in a team oriented environment. 
Ability to install/deploy Windows based computers. 
Must be self-motivated and work with minimal supervision. 
Develop, implement and manage the organizations web site. 
Provide assistance and technical support to staff in association with the web site.  
Train users effectively.  

EDUCATION AND EXPERIENCE: 

Any combination equivalent to: associate’s degree in computer science, management information systems or related field and two years experience HTML programming in the development of web page designs. 

Please send your resume to the below address. If you have any questions contact Nketia Agyeman at 202-466-7767 or nagyeman@ncai.org
Nketia Agyeman

National Congress of American Indians

1301 Connecticut Ave., NW

Suite 200

Washington, DC 20036

Nagyeman@ncai.org
