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[bookmark: _GoBack]VLE and Website Development Technician: JOB DESCRIPTION
Reviewed and updated: January 2018 
Salary
The post holder will be paid on the agreed five point range within the pay range for leading practitioners. 
Line of responsibility
The VLE and Website Development Technician is responsible to the  Headteacher (or Deputy Headteacher).
Job Requirements
Virtual Learning Environment (VLE)

Teaching and Learning, Training and Support

· To manage and develop the schools Virtual Learning Environment (VLE) providing support and training to both staff and students.

· To induct, train, and give ongoing support to staff on the use of the VLE. The training and support will include running workshops, joining staff meetings, providing one to one support, modelling aspects of the VLE in classrooms under the direction of the teacher, producing virtual training resources. 

· To support the development of on-line learning materials including those authored by teaching staff.

· To support staff and students in the classroom providing training, technical support and assistance as directed.  

· To work with staff, supporting them to create online materials for the VLE, including creating and editing; videos, text, images, quizzes, blogs, forums, surveys and other VLE tools/activities.

· To embed or link 3rd party materials such as RSS feeds, video streams, websites and files into the schools VLE and Website when required.

· To develop a matrix of VLE competencies to help support training routes. To develop a method to record staff training and to develop a VLE competence progression plan for staff.

· To work with change professionals such as “Lead Practitioners” and “VLE Champions” to assist the school to enhance learning through the use of the VLE.

· To provide direct practical support to teachers with planning and embedding of the VLE into the curriculum. Where appropriate prepare guidance and support materials for staff and students.

· To ensure methods are deployed to review the effectiveness of the VLE. To seek feedback from users for improvements and share practice in order that processes are user friendly and functional.

· To attend conferences and training events to keep up to date with developments in 
e-learning,  e-technology and VLE’s.




VLE  Management

· To act as a key administrator for the Virtual Learning Environment, and to advise and support other colleagues in the management of the platform and to be the day to day link with the VLE provider.

· To administer staff, student, parent, governor VLE user accounts, profiles & access rights. Managing accounts, working with the IT support team to resolve issues that may arise. Keeping up to date records of current and past users.

· To ensure operational aspects of the VLE comply with all legal requirements and regulations including the security of school data.

· To support the structural development of the VLE . This will include supporting how the technical, access and security components are developed. To ensure that protocols and expectations are being followed.

· To work collaboratively with the IT Technical Team to ensure the integration of the VLE with other school systems. To work with SLT and the IT Technical Team to ensure school processes are being followed with regard to the VLE and Website. 

· To investigate faults, solve technical and content problems, in relation to the effective operational running of the VLE. To liaise with the VLE provider support processes on behalf of the school and if required challenge the VLE provider.

· To ensure all VLE updates and improvements are tested and implemented. Including, where approved by SLT, adding additional components to the VLE and integrations with other third party products. 

· To investigate additional third part products and make recommendations on products that could enhance the quality of teaching and learning. 

· To keep records of technical faults and communicate with users as to the progress in resolving faults.

· To create and maintain VLE user support sections within the portal (Staff, Pupils, Parents) that incorporates the latest information about updates and training materials. To create, collect and host suitable training materials and provide mechanisms to share ideas.

· To lead on maintaining the schools on-line calendar and other online tools.

School Website 

· To update and develop the website regularly with school information approved by the SLT team. This may include remotely updating information in the case of emergency closure such as the school being closed because of snow.

· To work with SLT to identify website amendments and updates.

· To work with colleagues to ensure the website and materials on it comply with national regulations and statutory requirements.

· To make structural changes to the website as instructed by SLT.

· To edit and update the website including posting articles and content, amending pages, uploading adverts and any other changes  to the website as required. 

· To work with SLT to ensure that the website is following the latest industry standards and that all safety protocols are adhered to including data management.

· To ensure that all product updates have been installed.

· To provide analysis on website traffic and user activity.

· To optimise the website for search engines (UK and overseas).

· To manage all hosting, and associated issues, directly, or through, agreed suppliers.

General

· To undertake safeguarding and other risk assessments as appropriate for the VLE and Website.

· To undertake any other reasonable tasks as are required from time to time at the discretion of the Headteacher and SLT. 

· To support the production of school media materials such as brochures, posters, PowerPoint’s, flyers etc as directed by SLT

· To manage and update the schools digital signage.

· To support the management of  ParentMail when required

· To celebrate diversity and promote equality, ensuring everyone has equal access to support regardless of gender, social, cultural, linguistic, religious and ethnic background.

· To participate in staff development programmes and in-service training courses

· To take responsibility for own professional development, including undertaking training courses where necessary to develop skills required to fulfil this position effectively, and to participate in meetings, conferences and other events relating to the use of technologies in education.

Conditions of Employment
The post holder shall:
· Be subject to the general duties and responsibilities contained in the written statement of conditions of employment (the contract of employment).

· Be required to support and encourage the school’s ethos and its objectives, policies and procedures as agreed by the governing body.

· Uphold the school's policy in respect of child protection and safeguarding matters. 

· Be subject to all relevant statutory requirements as detailed in the most recent School  Pay and Conditions Document.

· May be required to perform any other reasonable tasks after consultation.
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