
CLARK ATLANTA UNIVERSITY 
Job Description 

Position Title: Instructional Designer 
Department: Office of Online Learning and Continuing Education 
Reports To: Associate Provost, Online Learning and Continuing Education 

The following statements are intended to describe the general nature and level of work to be performed and are not intended 
to be construed as an exhaustive list of all responsibilities, duties and skills required of personnel so classified. All duties listed 
are essential functions for the position. It is understood that other related duties may be assigned. 

General Function (Description): 
The Center for Innovative Teaching, Learning, and Engagement (CITLE) is part of the Office of 
Online Learning and Continuing Education at CAU.  The Center was established in 2017 to provide 
professional development opportunities to engage faculty in innovation and excellence in teaching, 
learning, and scholarship.  In addition, the Center will also provide faculty with additional resources 
to further the goals of the undergraduate curriculum at the University, including support for graduate 
education.  

The Instructional Design and Technology Specialist within the Center trains and collaborates with 
faculty to design innovative face-to-face, blended/hybrid, and online courses utilizing the learning 
management system, instructional strategies, and digital learning tools. Also, the position will 
monitor, assess, and develop reports on faculty progress and utilization of innovative instructional 
practices including digital learning applications. 

Examples of Duties and Responsibilities: 
The Instructional Design and Technology Specialist position is responsible for the following duties: 

• Design and implement training workshops on the learning management system (LMS);
• Consult with faculty on integrating the student-centered features of the LMS into the

curriculum for traditional, blended/hybrid, and online courses;
• Serve as an administrator and specialist for the LMS and other educational technological

applications;
• Consult with faculty on pedagogical best practices for incorporating various instructional

strategies and digital learning tools into traditional, hybrid/blended, and online learning
environments;

• Design, develop, and implement professional development workshops on the effective uses of
technology in teaching and learning;

• Research, evaluate, and recommend instructional strategies and digital learning tools to support
teaching and learning;

• Assess faculty pedagogical training requirements, analyze data, and design and implement
workshops to address the needs of faculty and students and conduct continuous assessment;

• Support coordination of the digital Student Evaluation of Instruction process and activities;
• Support scheduling and set-up of departmental computer and training labs;
• Monitor, assess, and report utilization of all instructional strategies and tools;
• Develop workshop logistics, materials, evaluations, and reports; and
• Performs other duties as assigned by the Associate Vice President for Online Learning and

Continuing Education.



Knowledge, Skills and Abilities: 
The ideal candidate will possess the following: 

• Master’s degree in instructional technology, online learning or a related area;
• Minimum of five years of experience in higher education in each of the following areas:

o training and consulting with faculty on designing traditional, blended/hybrid, and
online courses;
o using and supporting the implementation of digital learning tools;
o using and serving as administrator for learning management systems; and
o integrating digital learning applications into course pedagogy.

• Minimum of three years of experience in higher education in each of the following areas:
o development and analysis of needs assessment surveys via online platforms; and
o integration of adult learning theory into training design.

• Demonstrated ability to:
o support a diverse group of faculty with varied technological skill levels;
o effectively manage multiple projects;
o work collaboratively with a team as well as independently on projects;
o demonstrate a high level of professionalism and commitment to

achieving excellence; and
o adapt to changing priorities and short deadlines.

Also, the candidate must possess advanced skilled proficiency in using the following: 
• Canvas Learning Management System or other LMS platform;
• Digital Learning Platforms/courseware
• PCs and Apple devices;
• Microsoft Office 365;
• Windows 10 and Apple iOS;
• Online survey development software;
• Graphics software;
• Online project management software;
• Various web tools and applications; and
• Instructional media equipment.
Exceptional organizational, interpersonal and written communication, and team performance skills
are required.

Minimum Hiring Standards: 

Education -Bachelor’s degree required; Master’s degree preferred.

Years of Experience -Three or more years of successful Instructional Design
experience at a college, university, or similar setting.

Years of Management/Supervisor 
Experience 

N/A 

Clark Atlanta University is an Equal Opportunity/Affirmative Action Employer 
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