
NON-IBN ADDENDA JOB DESCRIPTION 

TITLE/POSITION 

SUPERVISOR 

EVALUATION 

TERMS OF ADDENDA 

QUALIFICATIONS 

**Your employment is "at will" and may be terminated by the District, or by you, with or without cause. Termination shall become effective upon Board action. No legitimate expectation of
continued employment is created by this notice of appointment, understandings with the District or its agents, interpretations of Board policies, salary/compensation schedules, job descriptions or
documents generated by the District.

CERTIFICATION REQUIREMENTS

ADDITIONAL REQUIREMENTS

ADDENDA TYPE Flat Rate        
Per Diem
Formula

DUE DATE:
COMPLETION DATE:

ITEMS REQUIRED 
AT THE START OF 
PROGRAM

____________________________________________________________________________________________________________________________________________________________

NOTES:

DUE DATE:
COMPLETION DATE:

ITEMS  REQUIRED 
AFTER THE START 
OF PROGRAM

DUE DATE: COMPLETION DATE:

ITEMS  REQUIRED 
AT COMPLETION OF 
PROGRAM

_____________________________________________________________________________________________________________________________________________________________

EMPLOYEE SIGNATURE:_______________________________________________________

EMPLOYEE SIGNATURE:_______________________________________________________

EMPLOYEE SIGNATURE:_______________________________________________________
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_____________________________________________________________________________________________________________________________________________________________ 

COMPLETION OF ADDENDA             SUPERVISOR SIGNATURE ______________________________________________________  DATE ___________________________________

_____________________________________________________________________________________________________________________________________________________________

Addenda/Extra Duty employment is term specific with no right of continuation. Remuneration is per the Board approved schedule. The 
administrator has the right to recommend a pro-rated addenda/extra-duty stipend based on completion of responsibilities.  Should you be unable 
to fullfill your contractual obligation, the amount will be pro-rated upon actual days completed.

@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@�


	Title: Online Course Building Facilitator
	Supervisor: Deputy Superintendent of Curriculum, Instruction and Assessment
	Evaluation: Performance is to be evaluated annually by supervisor or designee
	Certification: Properly Certified 
	Additional: Experience with Canvas. Knowledge of online media application, integration and dissemination techniques and methods.  High level of collaboration, initiative, attention to detail, analytical thinking, organization, creativity and flexibility.  Works well with a team and meets deadlines.
	Qualificatoins: Ability to express oneself clearly and professional; ability to build relationships; ability to use a systematic, sequential approach and anticipate implications and take appropriate actions; ability to effectively apply technical knowledge, and keep informed about cutting-edge technology related to online teaching and learning; ability to take initiative; ability to embody a can-do personality; ability to adapt to change; student centered; kind
	Flat: Yes
	Per Diem: Off
	Formula: Off
	Notes: $2,700 per semester
	Start 1: Map out timelines for course building and deliverables with interim due dates
	Start 2: Establish systems for tracking course build progress, publishing, and teams
	Start 3: Create templates, structures, and course shells for course building content
	Start 4: Design visual elements for use in course builds
	Start 5: Develop a plan for staffing & recruit builders to form course building teams 
	Start 6: Maintain course build structure guidance and training resources for leads 
	Start 7: Develop student tech tips to perform common learning tasks for use in courses 
	Start 8: 
	Start 9: 
	Start 10: 
	Start 11: 
	Start 12: 
	Start 13: 
	Start 14: 
	Start Due: Prior to teams meeting
	Start Complete: 
	After Due: Throughout the program
	After Complete: 
	After 1: Maintain records of team members and assignments 
	After 2: Train leads on course building team expectations, roles, and responsibilities 
	After 3: Provide resources for guidance of course building leads & builders
	After 4: Support course building leads with facilitation of teams and mapping out the work
	After 5: Monitor the course building progress of teams with routine check-ins with team leads
	After 6: Work with team leads to ensure consistency across grade levels and content areas
	After 7: Add/remove lead access to digital course build resources in Google Drive & Canvas
	After 8: Support deployment of course builds to district teachers
	After 9: Create systems for collecting and responding to content issue reports
	After 10: Revise published course content in response to concerns
	After 11: Assist teachers across district with content troubleshooting 
	After 12: Provide support to teachers, administrators, and special groups regarding access & use
	After 13: Identify and implement improvements to processes and products
	After 14: Track staffing & changes, along with corresponding compensation
	Revision Date: 
	Done Due: Last day of build cycle
	Done Complete: 
	Done 1: Update list of course builds and status of deployment to district teachers
	Done 2: Manage course shells for continued use in DVUSD
	Done 3: Review documentation of courses, teams, and staffing
	Done 4: Refine processes for future course building cycles
	Done 5: 
	Done 6: 
	Done 7: 
	Done 8: 
	Done 9: 
	Done 10: 
	Done 11: 
	Done 12: 
	Done 13: 
	Done 14: 


