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Position Description: Digital Course Development Lead
Overview:
The Community Media Training Organisation (CMTO) is a Registered Training Organisation and charity dedicated to delivering nationally recognised and pathways training to community broadcasters across Australia.

Our mission is to provide high-quality, specialised training that develops skills and knowledge, increasing the capabilities and resilience of a thriving community broadcasting sector in all its forms. 

We are dedicated to innovation in education, employing cutting-edge tools and methodologies to deliver engaging, accessible, and inclusive online and face-to-face training experiences.

A core focus of our work is supporting regional and remote communities and providing targeted training opportunities for Indigenous, disability, ethnic, and multilingual groups, empowering underrepresented voices and increasing the diversity, inclusion and representation within Australia's vibrant community broadcasting landscape.

As an organisation, CMTO strives to:

· Facilitate the development of a national training strategy for the community media sector
· Promoting a culture of continuous learning and professional development across the community broadcasting network
· Maintaining our status as a leading and sustainable media training provider for the community media sector
· Building strategic partnerships with other training providers, industry organisations, and community media stakeholders to create impactful, collaborative networks
· Driving innovation in training and learning to ensure the community media sector remains dynamic and future-focused
· Addressing skills gaps and shortages by prioritising trainer professional development, resource creation, and the delivery of high-impact training programs
· Aligning our priorities with the Australian Government's National Training Program funding allocation to support the community media sector

With a deep commitment to equity, diversity, and inclusion, the CMTO is vital in strengthening community broadcasting capabilities and ensuring the sector remains robust and accessible for all Australians.





	Position Title
	Digital Course Development Lead 
	Classification
	Educational Services (Post-Secondary Education) Award 2020
Schedule D—General Staff
Level 7

	Reports To
	CMTO CEO
	Terms of Employment
	As per the contract

	Salary Range
	$85,000 - $95,000
	Superannuation

	Statutory  employer contribution

	Probation
	3 months
	Annual Leave
	Four weeks (pro rata)

	Conditions
	The position is 5 days a week and ongoing, conditional upon satisfactory performance.

	Approved By
	CMTO CEO
	Date Updated
	13/04/26



Job Specification
Primary Focus:
The Digital Course Development Lead is a hands-on, course-creation, delivery-focused role through the Thinkific learning platform, with accountability for day-to-day online course build quality and platform implementation. 
This role is highly practical and production‑focused, translating learning design concepts and sector expertise into engaging, accessible online learning experiences. The position plays a key role in the final stages of CMTO’s transition to Thinkific, including the redevelopment and optimisation of priority courses.
The role requires the creation and development of interactive learning content using Articulate 360 and the packaging of modules as SCORM, where required, to support delivery through Thinkific and meet RTO compliance requirements, while also supporting the design and delivery of non‑accredited online courses.
Working closely with the CEO, trainers, compliance staff, and sector subject-matter experts, the Digital Course Development Lead ensures CMTO’s digital courses are pedagogically sound, technically robust, accessible to diverse learners, and aligned with organisational strategy.
This role offers the opportunity to shape a national online training portfolio with real impact across diverse and under‑represented communities.

Responsibilities: (Job Specific)
1. Design, build, publish and support the delivery of online courses within Thinkific, ensuring high standards of usability, accessibility and learner engagement.
2. Develop interactive learning content using Articulate 360, and its authoring tools Rise360 and Storyline360 in packaging interactive modules  as SCORM where required to support all course material.
3. Lead the redevelopment, migration and optimisation of existing course content as part of CMTO’s transition from its previous LMS.)Moodle)
4. Work collaboratively with the CEO, Compliance Manager, and Trainers to ensure nationally recognised courses align with ASQA standards and training package requirements.
5. Optimise and contextualise course design for a diverse, largely volunteer learner cohort, including regional, remote and under‑represented communities. Promoting accessibility, equity, diversity, and inclusion in all training 
6. Develop and maintain digital learning resources, templates and guidance that support trainers, learners and community stations, and promote consistent, high‑quality digital delivery.
7. Continuously evaluate, refine and improve course design and training programs based on learner feedback, sector developments, emerging training needs, and innovative technologies. 
8. Document systems processes and contribute to internal knowledge sharing to support sustainability and continuity.
9. Work with the CEO to develop costings and budgets for course design, creation, and implementation.
10. Stay informed of trends, challenges, and opportunities in the community media sector.

Qualifications & Experience
Essential
· A formal qualification in learning design, instructional design, digital education, training design and development, or a closely related discipline, and significant demonstrated experience.
· Proven hands‑on experience building courses in Thinkific, or strong transferable experience with comparable modern LMS platforms, with the ability to demonstrate rapid platform adoption.
· Demonstrated experience creating and managing SCORM packages, ideally using Articulate 360 or equivalent tools.
· Strong understanding of adult learning principles, accessibility (WCAG 2.0) and online instructional design best practices
· Ability to work independently across multiple projects while collaborating effectively with stakeholders.

Highly Desirable
· Experience working in an RTO environment or regulated training context.
· Familiarity with Moodle or other similar LMS platforms.
· Experience designing training for volunteer‑based, community or not‑for‑profit sectors.

Shared Responsibilities: (All CMTO Staff)
· Work collaboratively with colleagues to achieve CMTO’s organisational objectives and contribute to a positive and inclusive workplace culture.
· Demonstrate a commitment to understanding and supporting the community broadcasting sector's values, challenges, and training needs.
· Promote inclusive practices that address the specific needs of diverse groups, including Indigenous, disability, ethnic, and multilingual communities, with a particular focus on rural and remote areas,
· Maintain high standard work practices and ensure integrity, respect and confidentiality.
· Participate in committee and staff meetings, contributing to organisational decision-making and planning.
· Pursue opportunities for professional development and support the growth and development of others within the team.
· Respond promptly and courteously to enquiries from members, partners, and the public, ensuring effective referrals where necessary.
· Adapt to and utilise software, tools, and technology essential for CMTO’s innovative training delivery and operational needs.
· Practice environmental sustainability in the workplace, supporting CMTO’s commitment to responsible resource use
· Maintain a strong commitment to work health and safety, ensuring a safe and supportive environment for staff and stakeholders
· Demonstrate a proactive commitment to child safety, including compliance with reporting requirements and helping to create a child-safe culture
· Other duties as required, contributing to the organisation's dynamic needs.

Other Requirements:
· The dynamic nature of the community broadcasting sector and this role may require occasional after-hours and weekend work. Time in lieu will be provided in accordance with organisational policies
· Periodic travel within metropolitan areas, regional locations, and interstate is required to support training delivery, partnerships, and stakeholder engagement.
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