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	The primary purpose of this position is to explore and evaluate software, web applications, web 2.0 tools and other technologies for potential library and law school use, assisting law faculty with using these tools to enhance the classroom learning experience.  This position will provide individual training on Web 2.0 tools and other information resources for Law Center faculty, students and staffs.
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	Under the general direction of the Director of the Library, the Educational Technology Librarian provides support for integrating educational technology at the Campus, primarily for the College of Law. The primary duties of the Educational Technology Librarian will be to provide leadership and coordinate activities with other university departments for implementing classroom technologies, to develop web-based resources supporting classroom technologies, and to investigate and implement technological tools to assist faculty research. 

The Educational Technology Librarian investigates new educational technologies, makes recommendations about the presentation of information in learning environments, and oversees Library websites. 

The Educational Technology Librarian is responsible for the following areas:

• Analyze current trends in educational technology hardware, software, and web applications and provide recommendations. This may require collaboration with university departments.

• Provide technical and expert assistance for faculty who are integrating technology into instructional and research activities. This may include developing workshops in the use of educational technologies such as document cameras, electronic whiteboards, videoconferencing equipment, handheld multimedia devices, and audience response systems.

• Create best practices guides for educational technologies.

• Develop faculty course websites using course management applications.

• Train faculty administrative assistants to work with educational technologies.

• Oversee Library websites and the implementation of innovative Library 2.0 technologies.

• Supervise Library Web Technologist and students in the Library Technology Group.

As a professional librarian, the Educational Technology Librarian is also expected to participate in the professional activities of the library & the university.  Professional staff members are encouraged to participate in professional activities and organizations.  The Educational Technology Librarian may also be expected to provide reference, research, and instructional assistance to the university community in both formal and informal settings.
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	The PC and Media Specialist will report to the Director of Information Services.  The person in this position will manage and supervise the daily activities of Help Desk operations, to include training, organizing, and planning for PC and media support to the College of Law’s various constituencies (faculty, staff, students, and student organizations), as well as for classroom technology and for special events.  Specifically, the PC and Media Specialist will collaborate with other members of the Information Services department to develop and maintain knowledge of Help Desk industry Best Practices in order to provide excellent PC and media support services; oversee the PC computing environment to meet the administrative, research, and student PC needs of the College; direct the daily work of student assistants to ensure prompt, professional response to users; oversee support staff in the installation and maintenance of faculty, staff, and student PC hardware and software.  

Media-related duties will include developing and managing support and training for media-ready classrooms within the College, including PCs, TVs, VCRs, DVD players, and projectors, as well as providing special event support within and outside of the Law Building; supervise student workers to ensure the success of those events; work with Information Services support and other technical staff members to develop effective current solutions, policies and triage procedures, providing leadership in sharing developed knowledge; help identify on an ongoing basis recurring problems, questions or sources of confusion and develop more effective means of preventing them through documentation and outreach, working together with other members of the Information Services department to resolve the underlying problems; prepare for upcoming improvements and additions to systems designed to anticipate user inquiries and coordinate communications with users.

A Bachelor's degree is required with a minimum of one year of PC systems support and/or coordination experience. The candidate must possess demonstrated ability to work as part of a team of professionals in the timely completion of tasks and to respond to complex technical PC issues, working with others to effect appropriate and timely solutions. The successful candidate will possess strong PC user relationship skills and the ability to work with considerable latitude and independence.  It is expected that some of the work associated with this position will take place outside of regular business hours, including occasional weekends.  Excellent interpersonal communication and presentation skills, and knowledge of and experience with Microsoft operating systems are required.  Microsoft certification is desirable, but not required.  
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This position has a huge range of responsibilities including personalized instruction on classroom technology, meeting audio visual needs, digital recordings to support the core mission, and classroom design and layout. The core job is to actively promote and support the successful use of instructional technology in order to advance the law school commitment to providing high-quality legal education using state-of-the-art classroom technology. Since a variety of instructional technologies are available to assist faculty, support staff and students in their teaching, research and learning, including distance education facilities for collaborating with other institutions, this position provides faculty with the tools and education necessary to enhance the teaching experience in and out of the classroom, work to remove technological barriers, and oversee the planning and implementation of instructional technologies. 
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I. Instructional Technology Support Services
A. Plans, develops, schedules, and implements projects to meet instructional technology needs of law school faculty, staff, and students.

B. Works with law school faculty to prepare multimedia materials. 

C. Designs and develops instruction and leads training for law school faculty, staff, and students in the area of instructional technology.

D. Coordinates and handles instructional technology requests from law school departments as appropriate.

E. Coordinates, prepares, and presents instructional technology orientation lectures.

F. Coordinates media services matters with the Media Services Librarian as appropriate.

II. Instructional Technology Management
A. Assists Associate Vice Chancellor in strategic planning for instructional technology and recommends instructional technology goals, objectives, and outcome measuremens.

B. Implements and monitors compliance with instructional technology strategic plan and prepares reports on outcomes.

C. Researches, recommends, and procures media and instructional technology equipment and software.

D. Coordinates instructional technology installation and maintenance with audiovisual installation companies.

E. Coordinates audits of instructional technology equipment.

F. Administers law school Learning Management System and serves as LMS liaison with university Information Technology Services.

G. Serves as a member of the law school’s Information Technology Group.

III. General
A. May supervise the law library in the absence of the Associate Vice Chancellor.

B. Supervises library personnel working in instructional technology.

C. Supervises Graduate Assistant program for instructional technology.

D. Performs any other duties and responsibilities as may be assigned.

IV. Authority
A. Immediate supervisor is the Associate Vice Chancellor for the Library and Information Technology Services.
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Asst Dean for Academic Technologies encompasses responsibility for education technologies, but also includes overall responsibility for law school wide computing, IT infrastructure, media services, and web support. This position began as Director of Educational Technologies and at that time also included media services and web support.  See http://www.law.duke.edu/fac/miller   
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Essential functions

Assist and train faculty in the use of presentation technologies, multimedia resources, course management software systems, and related instructional/educational technologies.  Consult with faculty on the uses of technology in teaching that reflect established practices in instructional technology pedagogy. Prepare training materials for law students and conduct hands-on, one-on-one and group training sessions for faculty and staff. Develop strategies to promote and encourage the use of instructional technology including video conferencing, classroom capture, and podcasting. Coordinate with the College of Law’s Information Technology Department including the Technology Manager, Website Coordinator and PC System Specialists. Perform other related functions as assigned.

Required qualifications: a master's degree (or pursuing a master’s degree) in a relevant field, such as educational technology or library/information science, from an accredited institution.  Excellent interpersonal, verbal, and written skills, along with the ability to convey complex technical concepts to the inexperienced as well as experienced. Experience teaching both groups and individuals.

Preferred qualifications:  Juris Doctorate or experience working within a law school or law firm environment. Demonstrated experience with a variety of multimedia applications, including those in digital video and graphic and web design; knowledge of HTML as well as a familiarity with Web technologies, including SQL, XML, and scripting languages such as PHP. In-depth understanding of technology concepts and educational applications of technology rooted in sound knowledge of pedagogy.  Understanding of issues related to disability access and copyright law. Flexibility and willingness to work on a wide variety of projects within a collaborative environment. 
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	JOB TITLE:        DIRECTOR OF EDUCATIONAL TECHNOLOGY SERVICES
DEPARTMENT:  INFORMATION TECHNOLOGY (I.T.)
REPORTS TO:  CHIEF INFORMATION OFFICER (C.I.O.)
POSITION STATUS: FULL-TIME
GENERAL SUMMARY:  
The Director of Educational Technology Services serves as a member of the Information Technology staff and helps implement the vision of the Chief Information Officer in providing a wide range of services, and technical support to the law school community.  The Director’s primary focus will be to ensure a high level of educational technology support and services to students and staff.
_______________________________________

ESSENTIAL DUTIES & RESPONSIBILITIES:
A successful candidate will be a 'hands on' Director and will have strong skills and experience in the following areas:
• Demonstrated leadership in providing high-quality customer service in a high-volume technical support role
• Demonstrated leadership in staff management and career development.
• Demonstrated interest and proficiency in computer applications for teaching, productivity, and legal research
• Demonstrated commitment to a high level of outreach services to staff, faculty, and students
• Excellent interpersonal and written communications skills
• Ability to collaborate well with students, staff, and faculty
• Ability to take direction from supervisors

Responsibilities include but are not limited to:

Working closely with the Help Desk Manager and staff to provide high-quality, timely resolution of technical problems experienced by students, faculty, and staff with a high level of customer service and professional courtesy;

Ensuring reliability and quality service in regards to all classroom technology operability and maintenance. This includes audio visual request and delivery of media to students, staff, and faculty;

Managing IT Services support personnel, providing proactive and supportive management, and conducting performance reviews of these personnel as needed or required.  This currently includes direct supervision of the Manager of Support Services, and the Audio Visual Technician.

Providing support and leadership to interested faculty in integrating learning technologies and electronic resources and services into their teaching and research.

Participation in campus committees (in coordination with the CIO) to gather feedback and assess the needs of those using campus IT support and educational services

Assessing and evaluating trials, purchasing, testing and implementing new technologies in support of the CIO’s vision for the School’s teaching and learning environment;

Offering training and personal instruction in the use of electronic resources, services, IT, and new technologies, including Web 2.0 tools, to faculty, staff, and students as appropriate;

Other duties as needed or assigned by the Chief Information Officer.

EDUCATION AND EXPERIENCE:
• Masters degree in Information Services or equivalent 
• Minimum 10 years of experience in support services in a medium to large 
organization
• Legal and/or higher education experience a plus

	

	Description 9

Work in the library to assist students and faculty in the use and development of online and software based applications. The library is seeking an individual who is able to work with a diverse constituency of students, faculty, colleagues and other library users.  The duties of this position will evolve as we focus on how best to meet the educational technology needs of our faculty and students. 
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It's not one job, but two faculty secretaries and one web designer have each taken on the duty of learning legal ed technologies and teaching them to faculty.  In addition, there is a highly developed center on campus for teaching more general educational technologies. 
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	Duties include: participation in the evaluation, testing and implementation of electronic resources and in the training and support of faculty and students through instruction, demonstrations and user guides; providing back-up technology assistance and assisting the Instructional and Research Services Librarian in providing technology support for electronic legal databases; providing support to faculty in the submission of articles and papers to scholarly electronic publishing services; and assisting with customizing websites for individual faculty and student groups.


