SECONDARY COLLEGE

Educational Leadership - eLearning Coordinator
LEADING TEACHER - Tenure 3 Years
This role involves responsibility for the planning and implementation of ICT development within the College. The person will be responsible for the review and implementation of the eLearning Plan. This will include the provision of hardware and software as part of the College Council’s funding priorities, supervision and scheduling of duties for all aspects of technical support, professional development and training, maintenance of asset registers and to oversee the legal requirement for software use.

The budget for learning technologies is expanding and so the role will require high order skills in budget development and long term planning. 

The specific duties of this position include: 

· Developing and reviewing the eLearning Plan and Policy for the College that will encompass all KLA and administrative needs. 

· In conjunction with Curriculum Program Leaders, encouraging the development and incorporation of computer oriented programs into the curriculum by ensuring that a professional development program for staff in the use of computer resources in the curriculum is established and supported.

· Leading the whole school approach to technology in the curriculum, creating an ongoing system of professional development to facilitate change in teaching and learning associated with using computer related equipment in the classroom.

· Control of the borrowing of school computers by staff and students.

· In consultation, overseeing and co-ordinating the purchase of hardware and software across the College and assisting in its installation.

· Helping to overcome problems with security, file handling, hardware and software use in all areas. 

· Overseeing the network operation in administration and throughout the school. 

· Maintaining a network database of users. 

· Maintaining a file of information on computer related resources and information.

· Providing advice to staff on software and hardware purchase. 

· Liaising with suppliers and potential suppliers. 

· Assisting in preparation of submissions for funding. 

· Liaising with Technology Centre for student/staff access.

· Overseeing and coordinating the duties of the Specialist Technician.

· Overseeing the College Technician (routine and operational support) .
· Coordinate the maintenance of computer areas.

· Take responsibility for aspects of the staff performance and development review program.

· Support the Principal team in development and implementation of College and DE&T policy and initiatives.
· Be responsible for overall operations of report writing software (currently Reporter).
· Coordinate Notebook Program within the college.
· Coordinate internal and external e.communications for all staff and students, e.g. email, internet, intranet.
· Coordinate and provide advice for on-line learning within the college.
· Maintain budgets for eLearning and all college IT processes.
· Lead the eLearning committee.
· Maintain up to date network plans, log books, repair registers etc.
· Undertake professional development that supports the position.
· Other duties as arranged with the Principal team.
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