Threshold DAS 
JOB DESCRIPTION and PERSONAL SPECIFICATION
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Threshold DAS Ltd is a woman centred organisation and is affiliated to Welsh Women’s Aid, but also supports men, children and youth people. The Project Manager will be required to work throughout Carmarthenshire, Caerphilly, Blaenau Gwent, Torfaen and Pembrokeshire, although will be currently home based. . The Project Manager will provide a supportive service to individuals in the wider community. The Project Manager will work in accordance with Threshold DAS Ltd Policies & Procedures. 
Post Title:

Project Manager MOODLE On-Line Learning 
Responsible to: 
SENIOR PROJECT MANAGER 
The Digital Learning Officer role is a position responsible for facilitating a Learning Management System (LMS) application and environment. We use Moodle Workplace as the application of choice to deliver online instruction for use with distance, blended and face-to-face courses.

Duties Include:

· To be the first point of contact for the ‘THE LIFE YOU WANT – online Learning portal developed and designed by THRESHOLD DAS using MOODLE.

· To develop curriculum.

· To facilitate the movement of accredited units and qualifications from classroom based learning to on line learning via our MOODLE Platform.
· To development of new curriculum.
The Digital Learning Officer has primary responsibility for 

· collaborating with management/ tutors/ marketing staff etc, to deliver online curriculum via the LMS – particularly in releasing course materials to learners, and to assist in the management /delivery of courses.

· proactively prepare Moodle courses and the Moodle Workplace environment in anticipation of upcoming programmes, providing suitable access to Staff and external partners as needed. 

· ensuring the smooth transition from distance/guided learning to online learning through utilisation of the LMS application

· managing courses and user accounts 

· supporting colleagues, external partners and learners in the effective use of Moodle Workplace. 

· offering first line support and liaise with colleagues to resolve any Moodle technical issues that arise. Become a first point of contact for learners and colleagues with Moodle issues.
· Managing course documents stored on a shared network drive and maintain effective version control. 

· establishing policies, processes and procedures related to maintenance, update, upgrade, integration and development of the LMS application and environment

· assisting us in complying with GDPR and Data Protection/ Confidentiality policies relating to distance/guided learning
Candidate Requirements
· Degree level or above in a relevant field  - Essential 

· Advanced Microsoft Office  - Essential 

· PGCE – Desirable 

· Project Management experience 
· Experience developing curriculum for  MOODLE – Essential 
· Experience training staff how to use MOODLE – Essential 
· Experience of using Elucidat – Desirable 
· Excellent communication skill – Essential 

· Previous Moodle teaching experience is not must but you must have experience in developing courses for MOODLE. – Essential

· Driving Licence – Essential  
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