
SAN JACINTO COLLEGE 

JOB DESCRIPTION 

DATE 1/3/17 
 

TITLE:   Director, Instructional Design 

 

DEPARTMENT:  Instructional Design Services 

 

SECURITY SENSITIVE: Yes  

  

FLSA STATUS1:  Exempt 

 

SALARY GRADE:  30 

 

FUNCTION:  

Lead Instructional Design Services team to support the development of course and 

training content focused on the application of pedagogical practices and the integration of 

instructional technology tools, utilizing a range of media resources to enhance learner 

engagement, facilitate the innovative and effective integration of technology throughout 

the college, and collaborate with the college community to facilitate active, collaborative, 

and authentic interactions.  

 

Provides leadership for the Instructional Design Services department in the daily 

management of faculty training offerings, department publications and social media, and 

strategic initiatives including instructional copyright and accessibility. 

 

REPORTS TO:   Vice President of Educational Technology 

  

SUPERVISES:   Instructional Designer (6) 

     Media Production Specialist (3) 

     Senior, Administrative Assistant (1) 

 

 

MAJOR REPONSIBILITIES: 

           Frequency 
Essential Job Functions2                                      D, W, M, Q, A3        %Time 

1. Directs the planning, staff, and operations 

of Instructional Design Services and the implementation 

of a unified instructional design program. 

D 12.5 % 

2. Directs Instructional Design Services projects; 

evaluates requests, develops project priorities, and 

resource allocation plans. Manages and tracks progress 

D 12.5 % 

                                                 
1 FLSA status and Salary Grade determined by the Human Resources department 
2 All job functions  MUST add up to 100% 
3 D=daily, W=Weekly, M=monthly, Q=quarterly & A=annually 



of projects; and assures milestones are accomplished 

and the project is brought to completion according to 

project timeframes; prepares and maintains project 

updates and reports. 

3. Manages the planning, development, and evaluation 

of training for faculty and instructional support staff in 

the use of pedagogy, instructional technologies and 

educational best practices topics including instructional 

copyright and accessibility 

W 8 % 

4. Coordinates with management and internal 

departments and assures effective communication 

regarding issues, concerns, and other information that 

impacts the success in achieving customer satisfaction. 

Communications include email, department 

publications, and social media. 

W 8 % 

5. Confers with customers to discuss needs and 

recommend solutions. 
W 8 % 

6. Provide leadership to faculty in developing the vision 

and use of technology in instruction and related key 

issues including instructional copyright and accessibility 

compliance 

W 5 % 

7. Assist and advise the Vice President of Educational 

Technology in determining resource requirements for 

instructional design service applications, the strategic 

direction for instructional design services, provide input 

and support in planning the services and infrastructure 

required to support educational technology. 

W 10 % 

8. Maintain working knowledge of current and 

emerging technologies which can be applied to 

instructional and academic activities. 

M 6 % 

9. Manages and provides leadership and guidance to 

staff; develops priorities and assigns tasks and projects; 

ensures that all issues are addressed and resolved. 

D 10 % 

10. Develops and maintains program budget. 
M 5 % 

                     

         

          Frequency 

Additional Job Functions:                 D, W, M, Q, A         %Time 

1. Manage the budget of Instructional Design Services 

area. M 2.5 % 

2. Participate on various committees, as requested. 
M 2.5 % 



3. Research and implement best practice for the design 

and delivery of active, collaborative and authentic 

instruction and technology use in instruction. 

M 2.5 % 

4. Represent SJC through presentations at national and 

regional conferences. 

 

A 2.5 % 

5. Provide professional development to staff and 

faculty. Q 2.5 % 

6. Other duties as assigned. 

 M 2.5 % 

7.   

8.   

 

 

REQUIRED/MINIMUM QUALIFICATIONS 

 

Knowledge, Skills and Abilities: 

 

 Skills in supervising and leading instructional design team to work collaboratively 

with the faculty, staff, and students of the college to produce materials and 

programs that are effective in the development and training of faculty, staff, and 

students.   

 Skill in coordinating the assignment and completion of multiple projects. 

 Skill in developing and providing recommendations for interface design, 

sequencing of instruction, use of assessments, and design of course materials and 

activities.  

 Skill in providing recommendations on key issues related to the design of 

instructional materials including instructional copyright and accessibility. 

 Skill in determining instructional effectiveness of course materials that are 

developed. 

 Ability to explore new technologies for potential application and innovative use at 

college. 

 Experience in training faculty in instructional technologies. 

 Skill in communicating needs, expectations, and priorities with a diverse academic 

community.  

 Ability to foster cooperative relationships with a diverse academic community. 

 

 

Education and Experience: 

 



Required Education: Master’s degree in instructional technology, instructional 

design, or education with a minimum of three years work experience in an 

academic setting required.  Knowledge of instructional pedagogy required.  

 

Preferred Education: 
 

Required Experience: Four years experience in an instructional design or 

academic design environment.  Teaching experience in community college 

required.  

 

 

Preferred Experience:  

 

 

Licenses/Certifications: 

 

 Required Licenses/Certifications: 
 

 Preferred Licenses/Certifications: 
 

         Frequency 

Work Environment        D, W, M, Q, A 

Office Environment D 

Daily travel between campus locations. D 

  

  

  

  

  

 

                  Frequency 

Physical Activity4:                           D, W, M, Q, A   

Sitting for extended periods. D 

Computer work and keyboarding. D 

Reading from computer screen. D 

Telephone usage. D 

Driving between campuses. D 

  

  

        

 

 

             

                                                 
4 Examples include: walking, running, sitting standing, etc.  Lifting up to 10, 25, 50 or over 100 pounds of 

force. 



 Employee Signature       Date 

 

 

             

 Leader Signature       Date 

 

 

 

 

 

 

For HR Use Only: 

Position Number  

Position Class  

Position Ecls  

Salary Table  

Eskl Code  

 
NOTE:  This job description is not an employment agreement or contract.  The Chancellor/Vice 
Chancellor/President and/or designee has the exclusive right to alter this job description at any time without 
notice.   
  
Employees of SJC are expected, as required in their specific job functions, to participate in maintaining 
standards required for accreditation; to participate in college task forces, activities, meetings, committees 
and councils; to interact and work cooperatively in order to assist students, staff, faculty and the community 
in the accomplishment of various goals; to represent one’s self and the college in a positive, professional 
manner consistent with the core values which include a passion for learning, service and involvement, 
creativity and innovation, academic excellence, dignity and respect, and integrity; and to safeguard sensitive 
or confidential information from intentional or unintentional disclosure.   
  
Employees are expected to maintain current working knowledge of policies, procedures and guidelines 
necessary to answer work-related questions and to provide assistance to students, staff, faculty and the 
general public in a timely and courteous manner.  Employees are also expected to perform other duties as 
may be assigned by their supervisor and to contribute to the team efforts of the department and to assist the 
college in achieving its strategic goals.    
  
Employees must abide by all laws, college policies and guidelines. 
  

The San Jacinto College District is committed to equal employment opportunity for all employees and 
applicants without regard to race, creed, color, national origin, citizenship status, age, disability, pregnancy, 
religion, gender, sexual orientation, gender expression or identity, genetic information, marital status, or 
veteran status in accordance with applicable federal and state laws. 

 


