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ALLEN COUNTY COMMUNITY COLLEGE
BOARD OF TRUSTEES
POLICIES AND PROCEDURES
POSITION DESCRIPTION:  ONLINE LEARNING COORDINATOR
1.00
GENERAL STATEMENTS
1.01 Position Scope
a. The Online Learning Coordinator is responsible for platform and resource management, professional development and training, and faculty/student support. 
b. The Online Learning Coordinator assists in the development and implementation of policies, procedures, and practices relating to Online Learning.

c. The Online Learning Coordinator works as a member of the Online Learning team, which includes the Dean for Academic Affairs, Director of Online Learning, and Director of High School Partnerships.

2.00
SPECIFIC STATEMENTS
2.01
Position Function and Category
a. Reporting Relationship: Appropriate Director or Dean
b. Function/Category of Position:  Support Staff 
c. Length of Contract:  12-month position.  On-call remote work is required (tech support).
d. Salary Category:  III
2.02 Supervision
a. Supervision Received: 
· The Online Learning Coordinator reports directly to the appropriate Director or Dean.
2.03 Key Areas of Responsibility
Curriculum and Instruction

1. Promote student-centered approaches to online teaching and learning through professional development and training.

2. Facilitate the continuous improvement of course offerings by working with faculty and program coordinators to incorporate innovations in online teaching and learning into courses through professional development and training. 

3. Facilitate the development of new course offerings by working with faculty, program coordinators, students, and administration to identify online education and training needs.

4. Assist with master course shell development and provide support for faculty and program coordinators through instructional design processes.  

5. Promote compliance with copyright law and related issues as they pertain to instructional materials and multimedia in all courses.

6. Promote compliance with guidelines for the Americans with Disabilities Act as they pertain to course design and instructional materials in all courses.

7. Monitor faculty and instructional staff participation in professional development and trainings.
8. Manage the adjunct faculty Development Incentive program and assist with planning and conducting professional development training.

Personnel

1. Maintain and enhance effective communication with and among students, faculty and program coordinators through the use of web-based resources and the Learning Management System.

2. Orient adjunct faculty assigned to Online Learning.

Platform and Area Management

1. Prepare and deliver course shells to faculty.

2. Assist in the management of student and faculty technical support.
3. Assist in maintaining user information in the Learning Management System.
4. Assist in course management tasks in the Learning Management System.

5. Assist with ordering and distributing 3rd party access codes.
6. Complete roster checks for the Registrar.
7. Assist with obtaining rosters, syllabi, and other course-related submissions by Online adjunct faculty.

8. Create tutorials (videos, written, infographics, etc.) for students, faculty, and support staff. 

College-wide Responsibilities

1. Coordinate and conduct trainings of full-time faculty, program coordinators, and adjunct faculty in both the learning management system and effective practices for online instruction.

2. Manage online learning resources, including but not limited to the website, resource centers, social media accounts, and orientations.

3. Participate in College Councils, Standing Institutional Committees, and Task Forces as assigned.

4. Perform all other duties as assigned.
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Allen Community College is committed to fostering an inclusive environment and welcomes candidates who can contribute to our institution's continued success and positive public profile.  

Allen Community College is an Equal Opportunity Employer.

