
COLLEGE OF CENTRAL FLORIDA
JOB DESCRIPTION

JOB TITLE:
DEAN – LEARNING RESOURCES
PAY GRADE:
A-17
OVERTIME STATUS:
EXEMPT

MAJOR RESPONSIBILITY:

Plan for, administer, advance and evaluate the policies, procedures and operations of the Learning Resources department (Library, Media, Learning Support Center, E-Learning and the Office of Professional Development). Provide leadership, direction and support for Learning Resources personnel.  Collaborate with faculty and staff in providing services, in a learning centered environment, to the students and communities of Marion, Citrus and Levy counties.

PREREQUISITES FOR POSITION (Qualification Standards):
1.
Education or training: Master's degree in Library Science, Instructional Technology or a related field from an accredited college or university required, doctorate preferred. 

2.
Years of experience in field: At least five (5) years of experience in education, supervision, instructional technology, and library science, or an equivalent combination of education, training and experience that provides the required knowledge, skills and abilities necessary to lead the Learning Resources division required.  College experience preferred.

3.
Special skills or abilities related to position: Working knowledge of automated learning resource systems and e-learning course management systems.  Ability to direct the operation of a center and to establish good working relationships with the faculty, staff and public.  High level of communication and human relations skills that support a collaborative learning environment.  Experience in evaluating the effectiveness of programs, policies, procedures, resources and equipment that are included in this position. Prefer experience in leading and implementing e-learning courses/programs.

ESSENTIAL JOB FUNCTIONS:
1. Develop and implement policies and procedures relating to Learning Resources library, learning support labs, e-learning and professional development.  
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ESSENTIAL JOB FUNCTIONS (Continued):

2. Oversee the acquisition of suitable materials and equipment to operate the library, learning support, e-learning and the Office of Professional Development. 

3. Supervise activities of Learning Resources personnel; evaluate assigned personnel, sign payroll, and other various forms; initiate hiring process for Learning Resources staff; resolve personnel issues; analyze staffing needs.
4. Coordinate the Office of Professional Development, including the Teaching Learning Institute.

5. Develop annual budgets based on current and projected expenditures; approve requisitions and purchase orders and resolve any problems associated with them.

6. Communicate to various individuals and groups the programs, services, activities and needs of Learning Resources.

7. Recommend the purchase of books, equipment, films, videos, and supplies needed for the operation of Learning Resources.  
8. Help develop grant applications and monitor progress of approved grants.

9. Coordinate information relating to new technology and developments in e-learning.  Supervise the coordination of e-learning, including online/hybrid course design, course management system administration, faculty training and videoconferencing operation and maintenance.
10. Participate in professional development to maintain professional competence.

11. Conduct management meetings to provide direction for Learning Resources, develop plans for future activities and collaborate with the administrators and staff at the Citrus Campus and Levy and Hampton Centers.

12. Serve on College and Statewide committees and task forces.

13. Analyze programs and services, evaluate existing and future needs, initiate and conduct user surveys to identify needs, and analyze a variety of data as it pertains to Learning Resources.

14. Identify training needs, initiate plans for developing staff training as related to Learning Resources.

(These essential job functions are not to be construed as a complete statement of all duties performed.  Employees will be required to perform other job related marginal duties as required.)

ESSENTIAL PHYSICAL SKILLS:
· Acceptable eyesight (with or without correction).

· Acceptable hearing (with or without hearing aid).

· Ability to communicate both orally and in writing.

ENVIRONMENTAL CONDITIONS:

· Work inside in an office environment.

(Reasonable accommodations will be made for otherwise qualified individuals with a disability.)
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PRIMARY LOCATION OF JOB:

Building 3, Ocala Campus

SUPERVISOR OF POSITION: 


Vice President, Instructional Affairs
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Title changed back to Dean – Learning Resources – 5-30-06


