
Western Kentucky University
Position Description

Position Title: Coordinator of Instructional Technology
FLSA Category: Exempt

Date: June 2007
Salary Grade: 109
Purpose of Position

The Coordinator of Instructional Technology is responsible for overseeing all aspects of Western’s instructional technology and multimedia teaching services.
Primary Job Functions

The following duties are customary for this position, but are not to be construed as all inclusive.  Duties may be added, deleted, and assigned based on management discretion and institutional needs.

· Manage services provided to Western Kentucky University by our eCourses server; manage customized tools and upgrades.

· Plan, coordinate, design and oversee instructional technology training and support for Western Kentucky University Faculty.

· Oversee operations of the Technology Resource Center (multimedia services for students and faculty), Software and Media Services (management of campus-wide software licenses), digital graphics, online student ratings instrument, and online easy survey package.

· Provide the highest level of technical support for faculty eCourses users and faculty developing instructional technology applications for their courses.

· Supervises a staff of four or more instructional technology professionals.

· Oversees scheduling and management of training rooms and is involved in coordinating the IT Division technology training program.

· Expected to remain current on developments and trends in instructional technology and multimedia teaching, and to research current/future instructional technology methods and trends.

Secondary Job Functions

None. 
Minimum Training and Experience Required

Master’s Degree with three years relevant experience in Instructional Technology Support or Bachelor’s Degree with five years relevant experience in Instructional Technology Support; Experience developing and leading instructional technology training workshops; Experience supporting faculty users of Instructional Technology
Knowledge and Skills Required

Skills in managing a computer lab; Skills in supervising and managing professional higher education staff.

Physical and Mental Abilities Required
Ability to work across disciplines, and other service and academic professionals, to expand the University’s broader use of instructional technology; Able to work for many hours at a computer.

Organizational Relationships

Position reports to the Director of Academic Technology.
Coordinator of Instructional Technology
Performance Expectations

The duties and responsibilities of this position must be performed in a competent manner following the highest standards of professionalism, integrity, accountability, responsibility, cooperation, and customer service.
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