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

c. The Instructional Technology Coordinator works as a member of the Online Learning team, which includes the Dean for Online Learning, the Faculty Development Coordinator, and the Student Success Specialist. 
d. The Instructional Technology Coordinator participates in the formation of general college policies as a member of Standing Institutional Committees or through appointment to a task force or consultant group by the President.

2.00
SPECIFIC STATEMENTS
2.01
Position Function and Category
a. Reporting Relationship:  Dean for Online Learning
b. Function/Category of Position:  Iola or Burlingame Campus/Management 
c. Length of Contract:  12-month position.  Evening and weekend is required.
d. Salary Category:  III
2.02 Supervision
a.  Supervision Received:
The Instructional Technology Coordinator reports directly to the Dean for Online Learning.
b. Supervision Exercised:

Instructional Technology Coordinator supervises work-study and other student workers as assigned.
2.03 Key Areas Of Responsibility
Curriculum and Instruction

1. Provide ongoing support for faculty and instructional staff in the design and development of online courses and online instructional materials.

2. Facilitate the basic course shell development and revision process established by the College for Online Learning.  

3. Manage the course copy process for each semester and ensure readiness of online courses. 

4. Facilitate the development of new course offerings by working with faculty, instructional staff, students, and administration to identify online education and training needs.

5. Assist with the preparation and production of recorded audio/video instructional content. 

6. Promote compliance with copyright law and related issues as they pertain to instructional materials and multimedia in Online Learning.

7. Promote compliance with guidelines for the Americans with Disabilities Act as they pertain to course design and instructional materials in Online Learning.

8. Serve as the first step in the Academic Appeals process by working with students and instructors to facilitate resolution to student inquiries.  
Personnel
1. Maintain and enhance effective communication with and among online faculty and instructional staff through the use of web-based resources and the Learning Management System.

2. Assist with the recruiting and interviewing of adjunct faculty for Online Learning.
3. Conduct observations of adjunct faculty assigned to Online Learning.
Platform and Area Management

1. Serve as a Blackboard administrator and assist in the management of student and faculty technical support.
2. Assist in maintaining user information in the Learning Management System.
3. Assist in course management tasks in the Learning Management System.

College-wide Responsibilities

1. Participate in College Councils, Standing Institutional Committees, and Task Forces as assigned.
2. Coordinate and conduct the training of full-time faculty, instructional staff, and adjunct faculty in both the learning management software, instructional technology, and effective practices for online instruction.

3. Manage online learning resources, including but not limited to the website, resource centers, and orientations.

4. Perform all other duties as assigned by the Dean for Online Learning.
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Allen Community College is committed to a policy of nondiscrimination on the basis of race, sex, color, national origin, religion, age, and disability in admissions, educational programs or activities, and employment; all as required by applicable laws and regulations under the Title VI Civil Rights Act of 1964, the Title IX Regulations of 1972, Section 504 of the Social Rehabilitation Act of 1973, and the Americans with Disability Act of 1990. Responsibility for coordination of compliance and receipt of inquiries has been delegated to the Vice President for Student Affairs, Allen Community College, 1801 North Cottonwood Street, Iola, Kansas 66749, 620-365-5116, vpsa@allencc.edu.

