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[bookmark: _Hlk162945917]Broad purpose of position 
The Media Production and Resource Coordinator (AU Course Development) supports the efficient execution of media projects to enable teaching and learning activities in the establishment of Adelaide University (AU). The role will lead and manage the media team members contributing to AU Course Development and will provide oversight of staff in both Graphic Design and Video Production foci. This role will also assist in developing and managing administration needs including production schedules, managing studio assets and bookings, and coordinating the Course Development media staff work allocations using project management tools.
The Media Production and Resource Coordinator also works in collaboration with The Team Leader: Course Development Resources to ensure alignment of Course Development support activity within the Course Development support team and the overarching vision for Curriculum Development.  The role also involves collaboration with the media teams and academic staff across both University of South Australia (UniSA) and The University of Adelaide (UoA) to project manage media resource development timelines, and effectively communicate and coordinate these needs to the Media Team managers.
Position environment 
The University of South Australia and the University of Adelaide are working together to advance the planning and preparatory activities required to establish the new Adelaide University pursuant to Adelaide University Act 2023 (SA). The IMO is the vehicle dedicated to guiding the establishment phase (2023-25) and driving implementation towards a target launch date of 1 January 2026.
Reporting relationships and key stakeholders 
The incumbent will remain employed with their substantive institution and will be required to work across both university campuses and the IMO office.  The role will report to the Resource Manager (AU Course Development) will also work closely with relevant colleagues within the IMO and from across the universities.
Other key stakeholders that this position will liaise with includes:
Internal 
· Leadership and staff supporting course development within the Teaching Innovation Unit (TIU, UniSA) and Learning Enhancement and Innovation (LEI, UoA) 
· Media Production and Resource Team
· Course Development Resources Team 
· Course Development Project Team
· Academic Staff across both UoA and UniSA engaged in course development work
Integration Management Office staff

External 
· University of Adelaide / University of South Australia colleagues
· External contractors and suppliers
Core responsibilities 
Production Scheduling and Resource Allocation 
· Develop production schedules, manage studio bookings, consultations, and allocate resources for media projects and activities using project management tools.  
· Work closely with the Team Leaders Course Development Resources to ensure Course Development support activity is managed effectively, ensuring competing project deadlines and agreed budgets and resources are appropriately allocated. 
· Maintain detailed records of equipment, software requirements, production activities, and progress reports, ensuring transparency and accountability in project execution. 
Supervision and Coordination 
· Manage and coordinate a team of staff involved in media production for AU Couse Development, ensuring high standards in all medial related course development activities and ensuring that:
· Tasks are assigned appropriately and completed on time to maintain an efficient and effective workflow; 
· Timetabling of work is completed to a high standard;
· Work quality and output of all activities is in line with AU requirements.
· Staff performance is monitored, and as required feedback and coaching is provided.
· Proactively establish shared ways of working which support the strong development of cross team communication and interoperability. 
· Liaise with senior colleagues and project team members to support the conceptual development of media resources. 
· Manage the scheduling and supervision of media development, in line with detailed project estimates to ensure media development progresses as expected. 
· Maintain and document working knowledge of current system and team capabilities to ensure learning resources developed are sustainable and integrated effectively with core educational systems. 
· Act as the point of contact for staff supporting Course Development at any given time, managing escalations from staff, and providing timely and effective resolution of issues. 


Workflow Management 
· Act as the main point of contact for media production requests, ensuring clear and timely communication between various stakeholders, including the Course Development team and academic staff. 
· Coordinate logistics and manage resources required for film production days, including equipment, venue, transport, talent release forms, and contracts in consultation with relevant stakeholders. 
· Oversee and manage the workflow within the team, ensuring that processes are streamlined, resources are optimally allocated, and milestones are met. 
· Assist the Resource Manager (AU Course Development) in identifying opportunities for process improvement and risk management, contributing to the development and implementation of strategies that enhance operational efficiency and mitigate risks of course Development Activity. 
Stakeholder Engagement and Collaboration 
· Actively participate in course development initiatives with key stakeholders, fostering effective communication, information sharing, and problem-solving practices to achieve common goals and objectives. 
· Work cross-institutionally, developing and managing relationships with Course Development support teams, Academics, technical teams and Integration Management Office (IMO) staff to support and facilitate course development processes. 
· Collaborate with course development professional and academic staff to understand project requirements and communicate these needs to the Media Team effectively. 
The core responsibilities and selection criteria provide the key areas of focus the Media Production and Resource Coordinator (AU Course Development) will be evaluated against. The responsibilities as specified above may be altered in accordance with the changing requirements of the position.
Special requirements 
Some out of hours work may be required.
University requirements 
Staff must follow and apply the following:
1. Our collective culture is one that welcomes all and embraces diversity, and behaviours are consistent with the respective staff values and behaviours framework 
2. Health Safety and Injury Management
· Follow reasonable instructions, work procedures and practices to maintain the health and safety of yourself and others.
· Report all identified workplace hazards and incidents.
3. Performance Development and Management
· Participate in the University’s Performance Development and Management process.
Selection criteria 
Essential 
1. Relevant tertiary qualifications and/ or demonstrated experience in a comparable role in a complex organisation. 
2. Experience in leading and motivating a team, ensuring their output is efficient, on-time and accurate.  
3. Excellent written and verbal communication skills, with the ability to prepare clear, concise, and accurate reports and documentation.  
4. Excellent interpersonal skills, including the ability to build and maintain effective working relationships with a diverse range of stakeholders. 
5. Experience in project management, ideally in creative media, including developing production schedules, managing studio bookings, and resource allocation using project management tools.  
6. Strong organisational skills and the ability to manage multiple projects simultaneously.  
7. Familiarity with media production equipment, software and processes including an understanding of logistics coordination for film production, equipment management, venue booking, transport coordination, and handling talent release forms and contracts.  
8. Experience in troubleshooting issues related to production schedules, resource allocation, and logistics management. 
9. Proficiency in using resource management software, databases, and other relevant tools. 
10. Demonstrated ability to work both within a collaborative team environment and independently. 

Desirable
 
1. Experience in the use of CANVAS or other relevant industry Learning Management Systems.
2. Extensive knowledge of current theory and practical experience in the design and development of online/blended learning resources and/or learner experience design. 
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