
 
 
 

 
Job positions 

 
Administrators = 2 – (Method=Interview) 
Software Developers = 2 - (Method=Testing) 
PR = 1 - (Method=Interview) 
 
 
 
 
 
PR Job Description: 
 
PR Officer : Responsible for the public relations initiatives within SEEUTechPark. Creates, manages, 
and implements PR campaigns with the goal of enriching the SEEUTechPark position within the 
public eye. Maintains strong relationships with media. 
 
 

PRIMARY RESPONSIBILITIES: 

 Plan and direct public relations programs designed to create and maintain a favorable public 
image for the employer or client. 

 Create SEEUTechPark literature and other forms of communication. 
 Create marketing and promotional materials, both print and electronic. 
 Work with advertisers for timely and useable ad submissions. 
 Copyedit, proofread, and revise communications. 
 Design and launch email marketing campaigns. 
 Recommend, implement and maintain site design and operation. 
 Plan and deliver education courses and materials. 
 Promote products and services through public relations initiatives. 
 Develop marketing communications campaigns. 
 Create thought leadership materials. 
 Create and deliver press releases, media relations content, case studies, white papers, 

executive bios, corporate newsletter content, social media content, and speaking proposals. 
 Identify, develop and execute communications strategy for key media contacts and customer 

references. 
 Research media coverage and industry trends. 
 Develop fresh story ideas. 
 Conduct extensive media outreach. 
 Prepare briefing materials. 
 Coordinate scheduling and logistics. 
 Coordinate conference, trade shows, and press interviews. 
 Manage information. 
 Prepare agendas and conduct research. 



 
Software developer Job Description: 
 
Software developer : Develops software, creates and executes designs for small sets of new 
functionality. May perform as Lead Software Engineer for small projects or sub projects 
 
 
PRIMARY RESPONSIBILITIES: 

 Develop and implement software systems and applications to achieve SEEUTechPark 
objectives. 

 Testing software to ensure the code is correct, fixing ('debugging') errors where they occur, 
and rerunning and rechecking the programme until it produces the correct results. 

 Create efficient, scalable, reusable middle tier logic using any of C++, C#, Java, and PHP 
programming languages. 

 Create intuitive, logical and dynamic user interfaces using HTML, XHTML, JavaScript, jQuery 
and AJAX. 

 Create and design databases, views, stored procedures, T-SQL statements and user-defined 
functions of varying complexity with a “best practices” approach to keys, indices and 
relationships in MySQL or SQL. 

 Apply accepted theories of decision analysis to forecasting and linear programming 

 Analyze current systems and create, test, implement, maintain and document programs 
through knowledge of the system-development cycle. 

 Understand the Internet’s role in business, including web-based marketing, security and the 
regulatory environment. 

 Leverage advanced technical skills and knowledge to succeed in a software developer career. 

 

 

 

 

 

 

 

 

 

 

 

 

 
 



Administrator Job Description: 
 

 

Administrator: Most work involves both written and oral communication, word processing and typing, 

and requires relevant skills such as IT, organisational and presentation skills, as well as the ability to 

multi-task and work well under pressure. 

 

PRIMARY RESPONSIBILITIES: 

 Good communication skills, in English, Macedonian and Albanian languages. 

 Orientation and information to guests and others about the institution.  

 Using a variety of Microsoft packages, such as Microsoft Word, Outlook, Powerpoint, Excel, 

Access, etc., to produce correspondence and documents and maintain presentations, records, 

spreadsheets and databases. 

 Attending meetings, taking minutes and keeping notes. 

 Liaising with staff in other departments and with external contacts. 

 Ordering and maintaining stationery and equipment. 

 Organising and storing paperwork, documents and computer-based information. 

 Photocopying and printing various documents. 


