E-Commerce Departments

The following is a list of the departments that make up our company and the responsibilities of each staff member.
Marketing/Advertising Department (staff members) + 1 Marketing Director + 1 Booth Director
· Create company identity(using company name, logo and slogan developed)
· Create print advertising for company (poster, magazine, web banners)
· Work with web design department on company identity for website 
· Will be using the following:


· Word
· Photoshop
· Macromedia Suite
· Adobe After Effects
· Email

· Cmap Software

· Bubblus Software

· Create name badges, business cards

· Design booth for exposition contest

· Create booth props, give a ways, promo pieces

· Create promotional pieces or any other marketing tool needed

· Must be creative 

· Create/administer a survey to be used in our marketing research
Multimedia Department (staff members) + 1 Multimedia Director
· Create video/commercial about the challenge (promoting this class)

· Create podcasts as necessary for website advertising

· Music development/jingle for website

· Design and develop commercial using video camera and software on PC/Mac

· Design and develop flash graphic for the website

· Be in charge of photographing the class during big events, class trips to Manchester CC, University New Haven, Southern CT University and to private businesses
Web Design Department (staff members) + 1 Web Director

· Design and create our company website
· Work with Marketing department to create logo and slogan that will work in online environment
· Work with Marketing to create on-line advertising
· Create pod casts, video, and music as necessary for the business
· Working on-line payment
· Domain name creation
· Will be using the following:


· Word

· Photoshop
· Adobe After Effects
· Macromedia Suite

· Joomla

· Word Press

· Email
· Bubblus software (website)
Writers/Researchers (staff members) + 1 Head Writer/Researcher
· Research all copyright/patent information
· Assist marketing department with any written advertising to assure all copyright laws are being followed
· Assist Web Design Team to write all text for the website
· Assist all other departments as needed (see project manager)
Business Plan &Finance Department (staff members) + 1 Chief Financial Officer
· In charge of funding for booth

· Raising money for marketing and promotion pieces
· Kiva fundraising and donation

· Domain name purchase
· Business plan creation:
· Executive Summary
· General Company Description 
· Marketing Plan
· Marketing Mix 
· Financial Plan
· Management/Organization
Project Manager/Assistant Project Manager 
· Coordinate department activities and special projects
· Direct classmates in the development, analysis, and preparation of reports and documents needed
· Write weekly update report and post in Moodle 
· Communicate with the classmates giving updates from all departments
· Assist classmates to resolve complex or out of policy operation problems
· Schedule and conduct employee, executive, and teacher meetings.
· Help departments to establish goals for themselves

· Responsibility for contacting instructor with needs from individual departments (software, computer, cameras, video…)

· Be able and willing to speak at public events to promote company and network

· Work on all parts of the project, willing to do whatever is needed

Ecommerce 
Job Application Form

Name: __________________________
Position Applying For: ________________________________

Personality:

Specific Job Skills:

Computer Skills/Knowledge:

Communication Skills:

Leadership/Management Skills:
Teamwork:
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