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College Coordinator of Multimedia Instructional Design

Position Description

The College Coordinator of Multimedia Instructional Design is responsible for providing technical support for the College’s distance learning classes and for providing multimedia design support for faculty. The College Coordinator of Multimedia Instructional Design reports to the College Associate Dean of Instructional Technology and is responsible for the following functions: 

1. Works with faculty to identify course development and design software to be used in the College’s distance learning program.
2. Coordinates part-time and full-time College Instructional Technology Multimedia staff.
3. Conducts quality control tests on course development and design software, maintains inventory, and oversees the distribution of course software.
4. Assists faculty in the integration of multimedia applications in the teaching and learning process.
5. Coordinates the purchase and maintenance of equipment for distance education classrooms on all three campuses.
6. Works with the Coordinator of Instructional Development to provide telecourse and DE classroom workshops for faculty, staff, and administrators.
7. Purchases and maintains satellite equipment, coordinates satellite downloads and videotapes educational programs.
8. Works with faculty to design, develop, test, and support computer-mediated, asynchronous, blended web-enhanced instructional course material.
9. Provides training, design assistance, and support for faculty in the development of DE courses.
10. Writes training manuals and instructions to assist faculty in the development of courses.
11. Assists faculty in creating multimedia learning objectives using presentational software.
12. Creates online training DVDs and videos for use by distance education faculty, staff, and administrators.
13. Serves as liaison with the Grants Office to secure grant funding for media- and DE-related projects.

14. Assists the College Associate Dean of Instructional Technology with the preparation of a budget to support specified areas of responsibility.
15. Performs other duties as assigned by the College Associate Dean for Instructional Technology.

Minimum Qualifications:  A master’s degree in multimedia production, educational technology, or related area; knowledge of distance education, computer and media hardware and software; and supervisory experience.
