
 

Web Administrator 

Asia House is a centre of expertise on Asia. We drive economic and political engagement 

between Europe and Asia by providing a forum for international decision-makers, business 

leaders and opinion formers to engage in high-level discussions that direct business and 

political strategies. We are the leading pan-Asian organisation in the UK, having built our 

reputation on our extensive network, our objectivity and our independence.  

 

Asia House is looking for a Web administrator to work on its websites.  This is an entry-level 

position for someone with a passion for IT and an eye for detail and website design. 

The web administrator will be responsible for all the technical aspects of the Asia House 

sites. Additionally, he/she will be responsible for managing the CRM system and exploring 

ways to better integrate the system with the operation. 

 

Job Title: Web Administrator 

Contract Type: Full-Time Permanent  

Probationary Period: 3 months  

 

Key responsibilities: 

 Upload material from the respective content teams, including text, pictures, 

graphics and video. 

 Ensure that the technical quality of the material is high 

 Ensure that the design/look and feel of the sites is professional 

 Identify and resolve problems and issues with the site, working with the content 

teams and the external development team 

 Manage the CRM system and explore ways to integrate it with event production 

and content creation 

 Film and edit videos of interviews and events at Asia House for use online 

 Upload these videos 

 

Skills and Experience: 

 A degree in website development or a related subject 

 Full competency in general office software 

 A thorough knowledge and understanding of, and experience working with, 

WordPress.  

 Knowledge of HTML/CSS 



 Experience using Adobe Suite (Photoshop, Illustrator, Premier Pro) 

 Experience working with web development tools 

 Knowledge of Microsoft Dynamics 

 The ability to shoot video for use online and basic editing of that video 

 An understanding of SEO and the impact of actions on search visibility 

 Excellent project management and time management skills 

 

We are looking for a team player with good communication skills who can work as an 

effective link between non-technical content producers, subject –matter experts and third 

parties.  

Remuneration Package  

 Salary:  £20,000-£22,000 

 Annual Leave: 22 days + Bank Holidays  

 Life Insurance  

 Pension  

 Private Medical Insurance  

 

How to Apply  

Please send a cover letter, detailing salary expectation, and your CV to 

recruitment@asiahouse.co.uk by close of play on 20 January 2017. 

 

 


