
POSITION DESCRIPTION

POSITION TITLE

Assistant Director of Instructional Technology



REPORTS TO:

Director, IIT 

The Assistant Director of Instructional Technology is a member of a team-oriented staff and is responsible for providing the campus with instructional technology services.  The Assistant Director of Instructional Technology serves on the IIT Leadership Team and provides leadership and coordination for the instructional technology program.  This position supervises a team of staff and students.  In addition, this position works with others on the IIT Leadership team to coordinate the instructional technology activities of non-direct reporting staff.  The Instructional Technologist reports to the Director of Information and Instructional Technologies.

ACADEMIC TECHOLOGY LEADERSHIP

1. Provide leadership and coordination for instructional technology support services on campus. 

2. Serve on the IIT Leadership Team and participate in organizational wide planning, budgeting and resource allocation activities.

3. Oversee the assigned areas of budget, technologies, and other resources.

4. In collaboration with the Center for Innovation in the Liberal Arts (CILA) develop programs and services to increase and enhance the use of academic technologies for learning and teaching.

5. Serve as the IIT contact at local, regional, and national instructional technology meetings and events.

FACULTY AND STUDENT SERVICES
1. Provide consulting services to St. Olaf faculty and staff to help refine ideas for innovative projects involving instructional computing, including recommendation of appropriate hardware, lab design, and software.

2. Direct the IIT Staff Liaison program for academic departments.  Duties include assigning staff to departments, working with department chairs and faculty to identify support needs, developing a set of common practices and procedures for staff to follow, and ensuring that the services provided meet faculty needs and expectations.

3. Coordinate the updating and maintenance of the IIT instructional technology website.

a. Develop new programs and initiatives to engage faculty and staff in activities to seek out and explore new instructional technologies appropriate for the liberal arts.  

4. Serve as a technical advisor to faculty as they develop digital materials to support teaching and learning.
5. Assist with the management of the classroom technologies.  Duties may include:
a. Consulting with faculty on technologies, design, and implementations.
b. Arranging and/or presenting workshops on classroom technologies

c. Writing or reviewing documentation

d. Provide other technical assistance and troubleshooting to classroom technology issues as time permits
6. Oversee the development of faculty and student workshops, seminars and user documentation.

7. Develop and implement appropriate assessment methodologies to monitor the effectiveness of IIT academic technology services.

8. Respond to user’s phone, walk-in, and Helpdesk inquiries in a timely fashion.

STAFF AND STUDENT SUPERVISION

1. Supervise and provide leadership to assigned staff, include hiring, supervising, and annual performance evaluations. 

2. Develop a training program to keep staff current with new instructional technologies.

IIT STAFF WORK

1. Attend all staff meetings.

2. Prepare monthly activity reports.

3. Participate in group projects.

4. Perform other duties as requested by the Director of Information and Instructional Technologies.

SUPERVISORY RESPONSIBILITIES: 
Supervise a team of professional staff.  

CONTACTS:
The Assistant Director of Instructional Technology interacts with faculty, students, and staff on a daily basis.  He or she also interacts with Deans and Department heads as needed.

EDUCATION: 
Essential:
BA or BS degree


Desirable:
MA, MLS, MLIS, or similar strongly preferred.  Background in social sciences desirable.

EXPERIENCE:
Essential:
1 to 3 years experience supporting technology in an educational setting. 


Desirable:
Supervision of staff, Moodle expertise, web authoring skills, Web 2.0 applications, video technologies, and experience supporting classroom technologies are highly desired.

KNOWLEDGE, SKILLS, ABILITIES:

1. Proficient with Mac and Windows hardware and operating systems, MS Office or similar, and course management systems.  

2. Classroom or workshop teaching experience.  

3. Experience with technologies appropriate for the social sciences including statistical analysis, modeling, GIS, databases, etc.  Knowledge of multimedia applications such as Photoshop, Flash, Dreamweaver, iLife, Final Cut Pro, etc. a plus.

4. Interest in exploring new academic technologies appropriate for a liberal arts curriculum.

5. Effective managerial, supervisory, and interpersonal skills.

6. Effective oral and written communication skills.

7. Ability to work effectively in a team environment and independently.
PREREQUISITE:



Pass a criminal background check
PHYSICAL DEMANDS:
Fast paced environment; ability to lift and move up to 25 lbs on a regular basis.

WORKING ENVIRONMENT:
The Assistant Director of Instructional Technology will work in IIT and in a variety of classrooms, labs, and faculty offices across campus.  

WORK SCHEDULE:
FTE:
1.0 









Term:
Full Year



Shift: 
Campus office hours: 8:00AM to 5:00PM. Monday through Friday; Some evening and weekend hours may be required.

APPROVAL:                                                
Roberta Lembke 
DATE:




November 2010
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