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UNIVERSITY OF LINCOLN 

JOB DESCRIPTION 

 

JOB TITLE Online Learning Facilitator  

DEPARTMENT Lincoln Academy of Learning and Teaching  

LOCATION Off campus  

JOB NUMBER  GRADE 
Associate 
Lecturer 

DATE  

REPORTS TO Learning Innovation and Partnerships Manager  

 
 

CONTEXT 

The University of Lincoln is an ambitious higher education institution. The University was 
awarded Gold – the highest standard possible – in the 2017 Teaching Excellence Framework; 
a nationwide assessment of teaching quality across UK higher education institutions. It is also 
committed to growing student numbers, using new partnerships with external organizations 

and innovative forms of programme delivery. 
 
The University of Lincoln online portfolio of programmes first launched in January 2020, in a 

strategic partnership with Higher Education Partners UK. This portfolio extends Lincoln’s 
educational experience to learners regardless of location, through fully online Master’s 
programmes, targeted at the post experience working professional market in the UK and 

worldwide.  
 
By 2022, there will be a portfolio of programmes in Business, Law and Computer Science, with 

over 3000 students per year by 2024. To facilitate teaching at that scale of teaching, the 
University needs to recruit team of subject experts, with skills in online teaching.  
 

 

 

JOB PURPOSE 

 
Online Learning Facilitators make a vital contribution to the quality of online teaching and 

learning and support students through discussion, marking and providing feedback on drafts 
and assignments, helping students understand the module material and helping them 
prepare for module assessment. Students organise their own study time and often need 

motivating and inspiring through their learning journey.  
 
Our online provision is delivered globally through Canvas, our virtual learning environment. 
You will work as part of a module teaching team supporting students studying fully online.   

 
Online Learning Facilitators offer learning support to students asynchronously and 
synchronously (MBA only), through online methods and using online discussion forums and / 

or group workshops (MBA only) and one to one support.  
 
Online learning facilitators are engaged hours per module and on an hourly paid basis. 
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KEY RESPONSIBILITIES 
 

The responsibilities of an Online Learning Facilitator are wide ranging and may change over time 

according to the development needs of the University and the individual.  In general, an Online 
Learning Facilitator can expect to undertake any of the following on a module by module basis: 
 

Online Facilitation and Assessment Duties 

• To support learning in the VLE with the students on a regular basis and at a minimum 

of 5 out of the 7-days in each teaching week including 1 day at weekends.  

• Interaction is defined as contributing to the discussion to develop student’s learning, 
promptly responding to student questions, and substantively encouraging the learning 

process. 

• Provide substantive critique, comment and/or evaluation for all work and examination 

submitted by the students within University feedback deadlines  

• Explain to the students the concepts delivered in the module, and help the students 

apply and transcribe theory into practice. 

• Initiate, promote and support group and team activities. 

• Facilitate and support synchronous teaching activities. 

• Monitor and encourage student engagement, reporting causes for concern to the module 

coordinator and programme teams. 

• Participate in and contribute to online academic discussions and forums, as requested 

by the University, including College and School forums and team meetings. 

• Work in accordance with University policies and procedures to undertake assessment of 

students’ work and give feedback. 

• Fully submit students’ grades to the University and to the students, by the required 

deadline for each submission.  

• Complete and submit reports as required. 

• Supervise dissertations and projects, including holding supervision meetings. 

• Act as a first point of contact for students in providing pastoral support and guidance to 
students and signpost students on to other support services as appropriate, including 

those students with personalised support plans.  

• Manage administrative processes related to teaching activities and ensure compliance 

with institutional procedures. 

• Attend programme meetings as required. 

• Undertake academic offence investigations where you suspect plagiarism.  

• Attend and complete any University provided CPD and training required for the role and 

ensure your subject knowledge and teaching skills are maintained  

• Participate in performance evaluation and review processes as appropriate. 

• Mentoring and supporting colleagues where appropriate, supporting their professional 

development. 
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Additional Teaching and Learning Support 

 
Additional tasks that may be undertaken on an ad hoc basis: 

 
• Collaborate with colleagues in the continuous review and development of the 

programmes. 

• Provide support to module leaders, for example assisting with the preparation of 
teaching and assessment materials as directed by the programme and module leader. 

• Co-ordination of modules when appropriate to do so and after gaining sufficient relevant 
experience as requested. 

• When requested, work as a member of a team, collaborating on curriculum 
development.  

 

Citizenship 

 
• Engage in appropriate training programmes in the University, actively follow and 

promote University policies and participation in the staff appraisal scheme if required.  

 
 

Scholarly Activity and Professional Practice Expectations  

  
• Online Learning Facilitators are expected to maintain a sound base of knowledge 

through scholarship and professional practice of your field to ensure the relevancy and 

currency of their subject expertise to be able to teach your subjects to the expected 
standards.  

 
 

In addition to the above, undertake such duties as may reasonably be requested and 
that are commensurate with the nature and grade of the post. 
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ADDITIONAL INFORMATION 
 

Scope and dimensions of the role 
 

The University required the postholder to be able to comply with University agreed response 
times during module delivery schedules. Facilitators are expected to be available, as a team, 

on a throughout the duration of each module on a regular basis to interact with the students 
on a regular basis and at a minimum of 5 out of the 7-days in each teaching week including 1 
day at weekends.  
 

All summative marking (first and second marking) is completed so that it is released within 
10 working days of submission. 
 

ICT requirements: All postholders must be confident in the use of the online virtual learning 
environment and online communication tools required to do the job, have a good quality 
internet speeds and regular access to PC/Laptop equipment to access the VLE and email etc. 

Training will be provided.  
 

 

 

Key working relationships/networks 

Internal External 
 

• Heads of Department 

• Programme Manager 
• Programme and Module Leaders 
• Academic, administrative, and 

technical staff 

• Digital Education Team 
• Administrative Staff and Professional 

Services teams 

 

 

• External examiners 

• External delivery partners   
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UNIVERSITY OF LINCOLN 

PERSON SPECIFICATION 

 
JOB 
TITLE 

Online Learning Facilitator  JOB NUMBER  

 

Selection Criteria 

Essential 
(E) or 

Desirable 

(D) 

Where Evidenced 
Application (A) 
Interview (I) 

Presentation (P) 
References (R) 

Qualifications: 

Relevant honours degree or Master’s qualification 
equivalent relevant the subject matter  

E A 

Working to or having completed a PhD in relevant 

discipline or equivalent through demonstrated record of 
practice and professional achievement 

D A 

HE teaching qualification (HE PGCE or HEA fellowship)  D A 

Experience: 

Teaching and assessment in HE  E A/I  

Developing depth and breadth of subject understanding E A 

Online tutoring/facilitation in HE D A/I 

Working with international students and students from 

diverse backgrounds in HE 
D A 

Curriculum development D A/I 

Demonstrable ability to supervise dissertations at 
postgraduate level 

D A 

Skills and Knowledge: 

Evidence of continuing professional development E A/I 

Academic and/or professional expertise related to subject  E A/I 

Excellent verbal and written communication skills E A/I 

Knowledge of Higher Education regulations and processes E A/I 

Ability to develop excellent teaching and assessment 
skills across the range of taught levels offered 

E A/I 

Ability to support students in their study E A/I 

Ability to work on own initiative and meet deadlines E A/I 

Ability to use digital learning management systems D A / I 

Competencies and Personal Attributes: 

Enthusiasm and Commitment E I 

Team working and good interpersonal skills E I 

Flexibility and adaptability E I 

Business Requirements 

Ability to commit to module delivery periods   E I 

Good quality ICT and internet access  E I 

 

 
Essential Requirements are those, without which, a candidate would not be able to do the 
job.  Desirable Requirements are those which would be useful for the post holder to possess 
and will be considered when more than one applicant meets the essential requirements. 
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Author EK HRBA  

 


