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Project Officer 

The Victorian Information Technology Teachers Association is looking for an experienced ICT teacher to join the team at VITTA. The Project officer will work on a range of projects including professional development and VITTA events run throughout the year. VITTA offers an excellent team based working environment. 
The Scope of Duties will include: 
· Design, develop and maintain a robust professional development program and events program for primary, secondary, VCE and VET teachers

· Maintain the professional development modules and information on the VITTA website

· Inform and promote professional development and event activities 

· Liaise with stakeholder organisations

· Managing project administration including publications, communications, accurate record keeping and time-lines

· Maintain program budgeting for all professional learning activities

· Large and small scale event planning

· Creating and maintaining media links with newspapers, magazines, radio and television 

· Maintain, issue, update administering monthly reports 

· Maintenance of contact databases 
· Assist with research activities. 
· Work with other team members when required 
To be successful, you should ideally have: 
· Energy and passion for the importance of professional learning for all

· Teaching experience of ICT in schools

· Knowledge and understanding of the importance of new and emerging 
     technologies for education 

· Project management experience

· Program budgeting experience

· Event planning experience

· Excellent reporting skills

· Advanced Microsoft Office Suite or equivalent skills 

· Excellent Clerical Skills 

· Excellent interpersonal communication and teaming skills 

· Initiative and problem solving ability. 

· Excellent customer service skills 

· Excellent organisational skills 

· A background in research
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