
Sample Job Description for Hiring an SEO and Website Development
Virtual Admin

This is a sample job description that can be customized to meet your specific business needs.

Recommended Tools for Your SEO and Website Development Virtual Admin:

● SEO Tools: Ahrefs, SEMrush, Moz, Google Analytics
● Website Development Platforms: WordPress, Wix, Squarespace, Shopify
● Content Management Systems (CMS): WordPress, Joomla, Drupal
● Project Management Tools: Trello, Asana, Monday.com
● Communication Tools: Slack, Microsoft Teams, Zoom

Position Overview:

An SEO and Website Development Virtual Admin will help enhance your online presence and
improve your website's performance. They will assist with search engine optimization, website
maintenance, content management, and technical updates, ensuring your website is optimized,
functional, and aligned with the latest industry standards. This role is crucial for driving organic
traffic and maintaining a competitive edge in the digital landscape.

Key Responsibilities Your SEO and Website Development Virtual Admin Will Handle:

● SEO Strategy and Implementation: Develop and execute SEO strategies to increase
organic traffic, improve search rankings, and maximize website visibility across search
engines.

● Keyword Research and Analysis: Conduct thorough keyword research to identify
high-performing keywords and optimize content to target these terms effectively.

● On-Page Optimization: Optimize website content, meta tags, headers, images, and
URLs to align with SEO best practices and improve user experience.

● Content Management: Update and manage website content, including blogs, landing
pages, and product descriptions, ensuring it is SEO-friendly and aligned with brand
messaging.

● Technical SEO Audits: Perform regular technical SEO audits to identify and fix issues
such as broken links, duplicate content, slow page load speeds, and crawl errors.

● Website Development and Maintenance: Support website development tasks,
including updating plugins, themes, and site architecture, and ensuring the website is
responsive and mobile-friendly.

● Performance Tracking and Reporting: Use analytics tools to track website
performance, monitor key SEO metrics (e.g., organic traffic, bounce rates, keyword
rankings), and prepare detailed reports.

● Competitor Analysis: Conduct competitor analysis to identify opportunities and gaps in
your SEO and website strategy, staying ahead of market trends.



● Link Building and Outreach: Develop and execute link-building strategies to increase
domain authority and improve search engine rankings.

● Conversion Rate Optimization (CRO): Implement CRO strategies to enhance user
experience and increase the percentage of visitors who take the desired action on your
website (e.g., filling out a form, making a purchase).

● Project Collaboration: Work closely with content creators, developers, and marketing
teams to ensure that SEO and website development efforts are integrated and aligned
with overall business objectives.

By hiring an SEO and Website Development Virtual Admin, you can ensure your website
remains optimized and competitive, driving continuous growth and enhancing your digital
footprint.


