Distance Learning Coordinator Resume Template
Alvin S. Belden
Jersey Vill., Houston, Texas
Phone:  (281) 445-1756
beldenalvins@ycmail.com
Objective
To work as a Distance Learning Coordinator for a community or regular college that offers educational programs online.
Summary of Qualification
· 8 years of experience in administrative work for learning institutions offering distance education
· Excellent verbal and written communication skills
· Excellent time management and people management skills.
Career Experience/Job History
2007 – Present: Distance Learning Coordinator, Walden University
· Work closely with educators and professors in designing and developing coursework for online education programs offered by the university.
· Coordinate with government and private certification groups to accredit select online programs of the university.
· Provide information to inquiries lodged on its enrollment website
· Update coursework syllabus, registration procedures, enrollment fees and schedules of admissions tests on its website
· Provide online administrative instruction to online students for class work and exams.
2002 – 2007: Online Education Administrator, University of Phoenix
· Process application of online students and provide online materials and instructions and textbook content they can downline while in the course of study.
· Oversee the administration of periodic and ad hoc exams online.
Education
2002 – Present:  In-house seminars on learning methodologies for online education
1999 – 2002: BA Commerce, Remington College, Little Rock, Arkansas.
Professional reference will be furnished upon request

