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JOB DESCRIPTION 
 

JOB TITLE:  Senior Instructional Design Coordinator 
 
REPORTS TO:  Associate Dean of Academic Technology 

BASIC FUNCTION: Provides the academic/managerial expertise required to 
manage instructional and curriculum design in e-learning 
projects, training programs, and support services for faculty 
and staff using technology to improve academic functions 
throughout the institution.  

CLASSIFICATION: Managerial and Other Academic Personnel   
 
DUTIES AND RESPONSIBILITIES: 

1. Provides a leadership role in a design team environment to advance the 
development of technology-enhanced curriculum in blended, hybrid, and online 
instructional programs. 

2. Uses project management skills to establish project schedules and manage 
multiple projects simultaneously. Keeps track of project tasks and status by using 
department calendar, drives and database. 
 

3. Consults with faculty and staff to identify, research, analyze, and evaluate new 
technologies for potential application in instruction to enhance learning 
outcomes. 
 

4. Coordinates the design, development, and implementation of blended, hybrid, 
and online academic courses and programs in collaboration with subject matter 
experts (SME) and the instructional design team.  

5. Designs and produces learning materials in a variety of formats including print, 
graphics, audio, video, animation and multimedia to support teaching, learning, 
and college initiatives.   
  

6. Supports the implementation and maintenance of the College’s learning 
management system.  
 

7. Mentors faculty in the design and development of technology-enhanced courses.  
 

8. Evaluates current instructional technologies and communicates appropriate 

recommendations to faculty.  
 

9. Works with various departments throughout the College regarding academic 
technology implementations; provides assistance to faculty, staff and 
administrators. 
 

10. Facilitates the planning, coordination and implementation of workshops in the 
use of instructional technologies for faculty and staff; arranges and schedules 
demonstrations and workshops by vendors that focus on new technologies. 
 

11. Publicizes and promotes services, resources and activities of the Academic 
Technology Department. 
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12. Installs, configures and maintains software and courseware, as well as 
troubleshoots problems with computer hardware and peripherals for the 
Academic Technology Department; recommends new technologies, hardware, 
and software for the department. 
 

13. Identifies trends, gathers and analyzes data, recommends standards, and 
implements academic technology development plans. 
 

14. Uses emerging educational technologies to develop alternative assessment 
strategies to integrate into course development to an advanced level using rapid 
e-learning tools (i.e., Articulate, Camtasia, Adobe Creative Cloud, etc.). 

15. Works collaboratively with the instructional design team to discover new 
innovations in educational technology; brainstorms and troubleshoots within the 
design team to develop new processes and methodologies.  

16. Travels to assigned campuses to perform all related duties.  
 

17. Performs all other duties as assigned. 

 
MINIMUM QUALIFICATIONS: 
 
Required: Master’s degree in instructional or educational technology, curriculum 
and instruction, instructional design and technology or related field from a 
regionally accredited institution. Minimum of four (4) years experience in 
instructional design, computer-based training, course development and 
instruction. Knowledge of: current technologies; instructional technologies; 
Americans with Disabilities Act (ADA) compliance as it pertains to the e-learning 
environments; various computer hardware, peripherals and computer operating 
systems; networking systems; various computer software packages (including 
database management, spreadsheet analysis and graphics); authoring languages 
and systems; instructional design techniques and procedures. Strong 
background in project management, curriculum development, instructional design 
and adult learning theories, multimedia production, distance learning 
technologies and current web design technologies is required. Higher education 
experience in distance learning or technology-enhanced courses, including 
blended and/or online courses. Knowledge of the instructional design process 
and development of computer-based training. Communicate effectively orally and 
in writing; establish cooperative working relationships throughout the design 
process and with persons contacted in the course of performing assigned duties. 
Valid driver’s license is required for travel to other campuses. 
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