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POSITION: Project Specialist, Distance Education


DUTIES: 
Summary
Under general supervision of the Director of Distance Education, the Project Specialist coordinates course quality and compliance projects in Blackboard Ultra and provides light, weekly support to Student Affairs for withdrawal confirmations. The role schedules and tracks in-term CRN reviews, verifies implementation of approved accommodations in courses (verification only), partners with faculty Builders on TCSG’s GOLD Course Design priorities, and prepares concise status updates for Academic Affairs leadership.
Responsibilities
· Coordinate a weekly Withdrawal Confirmation process in collaboration with the VPSA; maintain a shared tracker and confirm closures (1–2 hours/week).
· Plan and coordinate in-term CRN reviews: build checklists, schedule reviews, collect evidence (screenshots/exports), log findings, and plan follow-ups to faculty/Deans.
· Verify accommodations are implemented in Blackboard Ultra: capture screenshot artifacts (e.g., extended time/attempts, due date exceptions, availability conditions) and log verification; escalate unresolved issues.
· Support adoption of TCSG’s GOLD Course Design Rubric by tracking 2–3 agreed priorities each term; coordinate Builder review cycles, track completion, and prepare progress reports.
· Prepare weekly roll-ups and action lists by end-of-day Friday to support Monday morning Academic Affairs updates; collaborate with DE Assistant for data extracts and the Director for analytics.
· Maintain organized project documentation (OneNote), SOPs, and templates; recommend improvements to increase clarity and throughput.
· Provide new faculty hires with in-person LMS training and assistance with monthly follow-up.  
· Perform other duties as assigned by the Director of Distance Education.
Competencies
Strong project coordination, follow-through, and attention to detail.
Working knowledge of Blackboard Ultra and instructional technologies; ability to learn DE tools.
Clear written and verbal communication; professional, service-oriented demeanor with faculty, staff, and students.
Intermediate Excel skills (filters, lookups, pivots); comfort with checklists and data hygiene.


Minimum Qualifications: 
Associate’s degree OR three (3) years of related experience in education, student services, instructional technology, or project coordination. Demonstrated experience coordinating multi-stakeholder tasks with deadlines.

Preferred Qualifications:
Experience with Blackboard Ultra, accessibility/accommodations workflows, or quality/course design rubrics.

SALARY/BENEFITS:
Salary will be determined in accordance with guidelines established by the Technical College System of Georgia. Benefits include the State of Georgia Flexible Benefits Program, State of Georgia holidays, and annual/sick leave.
APPLICATION PROCESS:
Interested applicants should apply via CPTC ONLINE JOB CENTER by completing the online application form. The letter of interest and resume along with additional documentation specific to the position must uploaded to the Job Center. Incomplete application packages cannot be considered for an interview and will not be forwarded to the hiring supervisor. A criminal background check and a driver’s motor history report will be conducted prior to employment.


Equal Opportunity Statement
Coastal Pines Technical College (CPTC) does not discriminate on the basis of an individual’s age, color, disability, genetic information, national origin, race, religion, sex, or veteran status (“protected status”). The following persons have been designated to coordinate the College’s implementation of non-discrimination policies: Brandie McLaughlin, Title IX Coordinator, Jesup Campus, 1777 West Cherry Street, Jesup, Georgia, HR@coastalpines.edu  912.427.5876; Emily Harris, Title IX Coordinator, Waycross Campus, 1701 Carswell Avenue, Waycross, Georgia HR@coastalpines.edu  912.287.4098; titleix@coastalpines.edu  ADA/Section 504 Coordinator, ada@coastalpines.edu ; All Campuses, 1777 West Cherry Street, Jesup, Georgia.
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