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JOB DISCRIPTION  
Online Learning Support Manager
Educational Research, School of Social Sciences

	Job Title:	Online Learning Support Manager
	Present Grade: Grade 7

	Discipline/College:	Educational Research

	[bookmark: _Int_dE7qU7Xc][bookmark: _Int_rtpqr367]Directly responsible to:	Discipline Lead, Professor Carolyn Jackson and Faculty Education Services Manager

	Supervisory responsibility for:  N/A

	Other contacts
	

	Internal:
[bookmark: _Int_ownv3dzw]Colleagues and students in Educational Research, Doctoral Programme Directors in Educational Research, providers of student support services, the Library, ISS, Central web team, FASS Faculty web manager, central administration and other relevant university actors

	External:
Relevant partner institutions and technology providers
	

	Major Duties:

· To develop online learning materials and build systems for student-teacher interaction using Moodle, and web-based materials for PhD Doctoral Programmes within Educational Research liaising with Programme Directors and the Discipline Lead;
· To provide technical support to online learning students enrolled on Doctoral Programmes within Educational Research using the above systems, liaising with students and course tutors, sometimes out of normal office hours;
· To design appropriate learning resources and materials to support blended and on-line learning experiences;
· To induct new academic staff into online and digital teaching, both in person and through a dedicated VLE space;
· To provide regular training for academic and professional staff in creating accessible online learning environments. 
· [bookmark: _Int_JiE7JXXV]To work with subject experts on creating, writing and copy-editing programme materials and related documents for online delivery and support;
· To advise on the accessibility and inclusivity of programme resources for a wide range of students, including those with disabilities, using a wide range of interfaces to access these resources;
· To advise on online learning innovation in teaching methods and assessment and disseminate these practices to individuals in Educational Research;
· [bookmark: _Int_F4iXdVPG]To attend regular doctoral programme meetings in order to ensure communication across programmes about issues related to online resources and support;
· [bookmark: _Int_CoCQ7CMb]To promote innovation in the use of online resources to benefit learning, teaching, research and enterprise activities;
· [bookmark: _Int_1i6qLl2q]To promote, advise on and provide assistance with video conference activities within the discipline both for teaching, community-building of remote learners, and to widen participation at research seminars and conferences; 
· To keep up to date with and act upon research-based practice in online learning environments;
· To have oversight of the Discipline web pages including their maintenance and updating. To provide training (supplementing the centrally provided training) and support to discipline colleagues who use the CMS web system;
· To advise on, create content for, and support the Discipline’s social media strategy.
· [bookmark: _Int_T7c9YF2Q]To support the Discipline in developing a strategy to co-ordinate the use of Moodle, and the Discipline webpages in order to build an inclusive community of both online and traditional PhD students.  As part of this strategy, to run an online reading group for students and staff;
· To create, maintain and provide training for online discussion spaces for named funded research projects;
· [bookmark: _Int_TW7Rei6b]To establish links with other university e-learning practitioners in order to share effective practices and be informed about teaching and learning developments in the university;
· [bookmark: _Int_jrArn0oQ]To contribute to University initiatives, projects, committees, working groups and processes, as required particularly those which are likely to increase and improve the University’s provision for distance learners
· To provide support for the approvals processes related to new online learning programmes;
· Undertake other duties as required by the Discipline Lead, consistent with the grade of the post.
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