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Distance Education Director/ Web Master
DEFINITION:

Under the direction of the Dean of Instruction, the Distance Education Director will provide leadership for the planning, development, implementation, and evaluation of distance education, including the use of distance education technology as a supplement to primarily on-campus instruction. The Director will also provide the needed supervision, training, and development of the campus web site to further the mission of the college. The Director will ensure web site and distance education compliance with college, state, and federal guidelines and regulations and policies, including Title 5, accreditation standards, copyright and intellectual property rights, and Section 508 of the ADA. 

DISTINGUISHING CHARACTERISTICS:

This is a Certificated Administrative exempt position. 

ESSENTIAL DUTIES: 

The following duties are typical of those performed by employees in this job title; however, employees may perform other related duties, and not all duties listed are necessarily performed by each employee in the job title.

· Developing and implementing a strategic plan for the growth, management, and evaluation of distance education at FRC consistent with the college mission and in cooperation with the Dean of Instruction and the Council On Instruction

· Assisting faculty and the Curriculum Committee to ensure that course Title 5 outlines for distance education courses specify a coordination of instructional design and delivery mode sufficient to accomplish Student Learning Outcomes, meet Federal and State regulations, and provide for regular and effective contact between faculty members and students.

· Serving as the Instructional liaison to student services committees to assist distance education enrollment management and delivery of student support services

· Designing and implementing professional development opportunities for faculty in the use of instructional technology, including evaluation procedures to ensure quality instruction and professional recognition of accomplishments

· Recommending and promoting current best practices and guidelines for distance education compensation, load, and intellectual property rights policies and guidelines

· Recommending and administering an Internet based Learning Management System for the delivery of online courses

· Assisting the development, organization, and distribution of materials for correspondence courses

· Providing professional development opportunities for staff in the use of technology to deliver the appropriate student support services to distance education students

· Collecting and analyzing data on enrollment, retention, and success in distance education courses, and providing regular reports to the appropriate faculty, staff, and administrative committees
· Coordinates with vendors for the maintenance of  the District website

· Plans and coordinates with website designers/content managers
· Facilitate articulation with public and independent colleges, universities and other community colleges
· Serve as a consultant/advisor to instructional faculty and advisors on issues related to articulation
· Maintain and regularly update the ASSIST database
· Ensure that required ASSIST reports are filed accurately and on time
· Ensure that required articulation related reports for the Community College Chancellor’s Office are accurate and filed on time
· Production of Alternate Print Material. Serve as a liaison between faculty, students and the DSP&S program to secure and translate instructionally-related materials into alternate formats in a timely manner, provide guidelines to faculty and staff for formatting documents and information, coordinate and oversee the production of information in alternate formats, and serve as liaison to the statewide center and to community agencies utilized on a contract basis to produce alternate media.
· Access to Educational Materials. Develop and maintain a current resource bank of access strategies for the various types of disabilities which students may have and for the various instructional media used by faculty, provide group in-service and one on one assistance to faculty in their design and re-design of education offerings to assure they meet the access guidelines, provide technical assistance to campus instructional and technology committees on access and requirements for persons with disabilities.
· Access to Electronic Information. Develop and maintain a current resource bank of access strategies for the various types of electronic information utilized by the College including web pages, kiosks, etc., provide group in-service and one on one assistance to faculty/staff in their design and re-design of electronic information to assure the information is provided in an accessible format, provide technical assistance to campus technology, public information and other committees on access requirements for persons with disabilities.
· Performs other related duties as assigned.
Skill in:

· Work effectively with faculty and staff from diverse disciplines.

· Adaptive computer technology (software and hardware), as a user or computer technician is required.  

· Microcomputers

· Demonstrate expertise and experience training, leading and coordinating collaborative organizational efforts in support of a high technology assistive initiative for disabled students.

· Establish and maintain effective relationships with staff, students and others.

· Evidence of sensitivity to and understanding of the diverse academic, socioeconomic cultural, disability, and ethnic backgrounds of community college students (E.C. 87360a).

MINIMUM QUALIFICATIONS:
Any combination of education and experience equivalent to a bachelor’s degree in a related field.

· Masters degree from an accredited institution in instructional design, instructional technology, distance education, or equivalent

· Five years experience in instruction at the college or university level

· One year experience as a distance education instructor or course coordinator

DESIRABLE QUALIFICATIONS: 

· Community college experience is preferred.
 PHYSICAL CHARACTERISTICS: The physical abilities involved in the performance of essential duties are:

· Manual dexterity to operate keyboards

· Hearing and speech for normal communications.

· Vision to read printed materials and computer screens.
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