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The University of the West Indies 

The Disaster Risk Reduction Centre 

Enhancing Knowledge and Application of Comprehensive Disaster Management (EKACDM) Initiative 

Invites applications for a fixed term position of 

Data Portal Moderator 

1. Position Information 
 
Title:  Data Portal Moderator. 
 
Reports to: Director of the Disaster Risk Reduction Centre through the EKACDM Initiative Manager. 
 
Location: The Data Portal Moderator will work from the Disaster Risk Reduction Centre, Institute for 

Sustainable Development (ISD) based at the Mona Campus (Jamaica) of The University of the 
West Indies. It may be possible for the individual to work offsite but they must provide their own 
computer. 

 
Duration Two years with the possibility of renewal for a further two years.  
  
2. Background 
 
The ‘Enhancing Knowledge and Application of Comprehensive Disaster Management (EKACDM)’ Initiative is a five-
year Caribbean regional programme aimed at establishing an effective mechanism for managing and sharing CDM 
knowledge that will be of use for various stakeholders, including, governments, local communities, the voluntary sector, 
and the private sector. The Initiative’s Ultimate Outcome is the implementation of the Caribbean Community 
(CARICOM) CDM Enhanced Strategy and Programme Framework (2007) to reduce the impacts of natural and 
technological hazards and the effect of climate change on men, women, and children in the region. There will be three 
Intermediate Outcomes of the Initiative: 
 

1. The creation of a regional network which generates, manages, and disseminates knowledge on disaster 
management, including gender issues; 

2. The increased use of standardised training materials for University degree courses and for short courses for 
students, professionals, and others employed in the field; and 

3. The establishment of mechanisms to mainstream fact-based policy- and decision-making on CDM into key 
economic sectors and Small and Medium Enterprises (SMEs) in the region. 

 
The Initiative is being implemented by the Disaster Risk Reduction Centre of the Institute for Sustainable Development 
in The University of the West Indies with funding from the Department of Foreign Affairs, Trade and Development 
Canada. The duration of the Initiative is five years. 

 
3. Description 
 
The Data Portal Moderator’s task is to design and implement a Caribbean Disaster Portal and Database for the 
EKACDM Initiative which will serve as an accessible gateway for information, technical and scientific data, 
publications, and training related to Disaster Risk Management in the Caribbean in support of the first Intermediate 
Outcome of the Initiative agreement. The Moderator is required to carry out activities in support of this role as outlined 
below: 
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Responsibilities 
 
Strategy & Planning 

 Prepare a long-term plan for Portal and Database development and operability, including standards and 
guidelines for content, marketing strategies, and sustainability mechanisms, based on Initiative Outcomes 
and input from stakeholders. 

 Undertake an inventory and gap assessment of existing regional disaster databases. 

 Assess and itemise costs for Portal and Database design, development, marketing, and sustainability. 

 Develop, implement, document, and enforce appropriate Portal and Database use and privacy policies. 

 Coordinate and undertake consultations with partners including but not limited to the Caribbean Disaster 
Emergency Management Agency (CDEMA) and the Caribbean Disaster Information Network (CARDIN) to 
ensure the Portal is responsive to regional needs and complements (rather than duplicates) existing portals 
and databases. 

 Coordinate with relevant regional agencies and database content creators/contributors. 

 Liaise with systems experts on hardware and software issues that might affect the Portal and Database.  

 Develop, implement, document, and adhere to regular Portal site maintenance policies and procedures, 
including end user content change request forms and posted update/maintenance schedules, to ensure site 
accuracy and timeliness. 

 Track and evaluate new standards, technologies, and trends in Portal and Database development, design, 
and delivery. 

 
Operational Management 

 Chair the Caribbean Disaster Data Portal Sub-Committee and implement decisions of the Sub-Committee. 

 Determine Portal and Database structural requirements through analysis of current systems, Initiative 
objectives, and user needs. 

 Define and design physical structure and functional capabilities of proposed system, including security, back-
up, and recovery specifications. 

 Administer database systems. 

 Update content of the Portal. 

 Ensure a consistent look and feel across the Portal and Database by promoting uniform fonts, formatting, 
icons, images, and layout, and creating appropriate templates to assist content authors and contributors. 

 Identify, diagnose, and fix problems, including broken links (both internal and external), typographical errors, 
and formatting inconsistencies. 

 Identify, implement, and manage presence and promotion opportunities, such as search engine optimisation 
and establishing pointer links from other relevant Web sites and Databases. 

 Recommend and implement enhancements and modifications to the Portal and Database. 

 Create and maintain an archive for templates and images. 

 Ensure sensitive and/or classified information and data is not inadvertently posted to the Portal and 
Database. 

 Set and enforce compatibility and interoperability standards that ensure Portal and Database accessibility for 
users with older browser versions as well as low-speed connections. 

 Set and enforce standards that ensure Portal and Database accessibility for users with disabilities or 
impairments. 

 Monitor, analyse, and report on Portal and Database traffic. 

 Receive and respond to all e-mail messages for the Moderator in a timely and courteous fashion. 

 Analyse, report on, and take action on user feedback. 

 Provide general support by responding to user questions and resolving problems. 

 Manage domain name for Portal. 

 Ensure 95% uptime of Portal. 

 Implement user rating capability and web analytics for Portal. 
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4. Position Requirements 
 
Formal Education & Certification 

 Minimum of a BSc Degree in the field of computer science and at least 3 years relevant work experience in 
the field. (Other qualifications may be accepted in lieu of BSc if equivalent experience exists). 

 
Knowledge & Experience 

 Good knowledge of Web technologies, protocols, and tools. 

 Strong web design experience with HTML, CSS, JavaScript and JQuery. 

 Strong understanding of server-side programming languages, including but not limited to [.Net, PHP, Classic 
ASP].  

 Strong experience with SQL and database design. 

 Hands-on experience with administration and web integration of relational database technologies, including 
but not limited to [MS SQL, MySQL, Oracle]. 

 Experience with developing new or maintaining existing content management systems technologies. 

 Hands-on experience with Web Server administration. 

 Working knowledge of authoring, development, and publishing tools. 

 Strong understanding of communications, marketing, and customer service principles. 

 Experience with computer graphics and multimedia design. 

 Sensitivity to browser compatibility issues. 

 Understanding of basic project management principles. 

 Excellent knowledge of applicable data privacy practices and laws. 

 Research skills. 
 
Personal Attributes 

 Excellent written and oral communication skills. 

 Excellent interpersonal skills. 

 Highly self-motivated and directed. 

 Keen attention to detail. 

 Good analytical and problem-solving abilities. 

 Ability to effectively prioritise and execute tasks in a high-pressure environment. 

 Experience working in a team-oriented, collaborative environment. 
 
This post is available on a full-time or part-time basis depending on the merit of the candidate. Candidates would be 
responsible for meeting the Jamaican residency and employment requirements. Relocation costs will not be covered 
by the Initiative. 
 
Interested individuals are invited to submit an application based on the above Terms of Reference no later than 
4:30pm (Jamaica time) on March 11, 2015. 
 
Applications should include: 
 

a. Cover Letter  
b. Curriculum Vitae, including the names and addresses of three referees.  

 
Please email applications to ekacdm@uwimona.edu.jm with a copy sent to isd@uwimona.edu.jm. 
 

Subject:  Data Portal Moderator 
 

Attention: 
Dr. Thera Edwards 
Initiative Manager 
EKACDM Initiative  

c/o Disaster Risk Reduction Centre 

mailto:ekacdm@uwimona.edu.jm
mailto:isd@uwimona.edu.jm
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13 Gibraltar Camp Way 
The University of the West Indies Mona 

Kingston 7, Jamaica 


