
 

 
8th November 2019 
 
 
Dear applicant,     
 
Online Course Developer 
 
Thank you for your interest in this post. Please find enclosed some background information to 
help you decide whether to apply for the position.  
 
Applicants will be assessed on their ability to meet the criteria listed in the Person 
Specification. Please do not send a CV. Use the application form to show how you meet the 
criteria. 
 
Enclosures: 
● Background information on the project and the Permaculture Association 
● Job description and person specification 
● Application form & Equal opportunities monitoring form (separate form) 

 
If you would like to apply, please note that the closing date for receipt of applications at our 
office in Leeds is 9am Wednesday 4th December 2019. All applications must be received by 
email saved as either a .doc or .pdf file. We will confirm receipt of all applications. 
 
Shortlisted candidates will be informed by phone so please ensure that you provide us with a 
phone number on which we can reach you. If you do not hear from us, unfortunately your 
application was not successful. 
 
Interviews will be held on Wednesday 11th December 2019, either at the office in Leeds (if you 
are able to travel) or via Zoom (online video conference). Please note if you are invited for 
interview you will need to have an internet connection that supports video and an active 
Zoom account on this date. Follow-up interviews may be required. 
 
Please note we would like the successful applicant to start as soon as possible in January 
2020. 
 
If you wish to have an informal discussion about the post, please contact Celia on 
office@permaculture.org.uk, or phone the office on 0113 2307461. 
 
For further information about the Permaculture Association please visit 
www.permaculture.org.uk 
 
Yours faithfully 
 
Andy Goldring 
Chief Executive 
   

 

http://www.permaculture.org.uk/


 

Background information 

We are seeking an experienced and dynamic online course designer. Working with the 
Education Coordinator and the Association’s wider staff team and network, this new role will 
ultimately engage thousands of people through the development and delivery of appealing, 
relevant and rewarding online courses in permaculture. 
 
About the Online Learning Programme 

This new area of work for the Association is an exciting opportunity to reach many more 
people in learning about how to care for people and planet. The initial development work is 
funded for 8 months, with the aim that the first two courses (a Diploma Tutor Training and a 
Foundations in Permaculture course) will begin generating a sustainable income from which 
future courses can be developed, and the online learning programme can be expanded.  
 
About the role 

As Online Course Developer, you will work alongside the Education Coordinator to develop 
the Online Learning Programme. You will lead the design and development of the 
Permaculture Association’s first two online courses and contribute to the design of the 
programme’s ongoing sustainability. 
 
You will use an appropriate online learning platform to design and publish two courses, and 
will collate and produce varied, interesting and relevant content for both, using a range of 
online tools. The first course will be a permaculture Diploma Tutor Training course, in part to 
test the platform and generate data on user satisfaction, to inform future plans for the online 
course work. You will then develop the content and publish a Foundation in Permaculture 
course, designed to generate income via a passive revenue stream. 
 
You will manage, moderate and respond to participants’ posts, comments and queries, liaising 
with the Education Coordinator to give appropriate answers. You’ll help to spot and suggest 
appropriate means to respond to engagement issues, retain active participants and 
encourage wider uptake. 
 
The initial contract is for 8 months but a successful candidate will help to generate a project 
that will become self-financing within the first 12 months, with the potential to grow the 
programme with new courses. 
 
You can choose to work either at our Leeds office or remotely from anywhere in the UK. You 
must be eligible to work in the UK. 
 
About the Permaculture Association 

The Permaculture Association is an education and research charity that supports individuals 
and groups to learn about and use permaculture. Permaculture is an ecological design 
approach to creating sustainable settlements and systems.  
 
We offer a wide range of activities and services that support individuals and groups: 
 

 



 
● The national office, which is based in Leeds, provides expert advice, networking 

contacts, information and support, via phone and email. Over 5000 enquiries are 
handled each year. 

● The membership scheme works to inform, support and network between practitioners 
and groups in Britain. There are currently over 1450 members. 

● Our newsletter Permaculture Works gives updates on news and projects. 
● We run an annual convergence, a national diploma gathering, Annual General Meeting 

and other events.  
● We support the development of permaculture education and training. 
● We operate a popular set of websites, which have over 10,000 visitors each month. 
● We run the Diploma in Applied Permaculture Design. 
● We work closely with a wide range of organisations and networks. 

 
How we are structured 

● We are managed by a Board of Trustees, who are all members of the Association, that 
are elected at the AGM. 

● We currently employ 15 part-time staff, most of whom work remotely and some of 
whom work at our office in Leeds. We are supported by regular volunteers from the 
Leeds area and a large number of supporters across the UK. 

● We are an evolving organisation with a culture of trying out and adopting successful 
tools and systems to best deliver our work. 

● The Chief Executive takes on day-to-day responsibility for the running of the charity. 
● We have a number of working groups that focus on specific aspects of work. 

 
We are a small team and we really want someone who is conscientious and well organised, 
able to be flexible, responsive and positive, and prepared to work hard.  
 
Thank you for your interest.  
 

   

 



 

Job description 
 
Job title: Online Course Developer 
 
Salary: £24,000 pro-rata (£8,432.43 per annum / £702.70 per month) 
 
Hours: 13 hrs per week (35.14% fraction of 37 hour week) to be worked on a flexible basis. 
 
Duration: 8 months fixed-term post, after an initial trial period. 
 
Holiday entitlement: 32 days including Bank Holidays pro rata. 
 
Sickness provision: according to statutory requirements. 
 
Job sharing: this post is not suitable for job sharing. 
 
Place of work: This post is suitable for home working, or can be based at the Permaculture 
Association’s office in Leeds (Hollybush Conservation Centre, Broad Lane, Leeds, LS5 3BP). 
 
Responsible to: The Chief Executive and Board of Trustees. Line managed jointly by the 
Education Coordinator and Chief Executive. 
 
Working with:  

● Education Coordinator and other members of the Permaculture Association team. 
● Additional staff / freelance members of the online learning team (to be recruited in due 

course) 
● Permaculture Association members and the wider UK permaculture network. 

 
Job Purpose: To lead the design and development of the Permaculture Association’s first two 
online courses and work with the team to ensure the programme’s ongoing sustainability. 
 
Duties: The following list is indicative and may not be fully comprehensive. Some duties may 
change to reflect the skills and aptitude of the post-holder. Changes will be discussed with the 
post-holder.  
 

Online learning programme development 
● With Education Coordinator, review and decide on which learning Management System 

(LMS) to use from a choice of  ‘white label’ outsourced platform (e.g. Course Craft or 
Teachable). 

● With Education Coordinator, develop robust business plan for every course, including 
possibilities for ongoing work for the online learning team 

○ Set course fees for participants 
○ Decide how courses will support the Association’s membership offer 
○ Review viability of all new courses (both agreed and potential) 
○ Agree and implement assessment methods for students in all courses, including 

potential tutor involvement 

 



 
● Document course development process and develop templates and process guides to 

streamline future course development, including; 
○ estimates of time required to develop an hour of course content in order to 

calculate course fees / evaluate course viability 
● Deliver design for future phase for a sustainable online learning programme (modular 

PDC* / Diploma modules / network training such as how to become a LAND Centre**) 
 
*PDC - Permaculture Design Certificate 
**LAND Centre - a member of the Permaculture Association’s Learning and Network 
Demonstration project, where visitors can see permaculture in action 
 
Online course design and implementation: 

● Produce Diploma Tutor Training Course and test / review 
● Produce Foundation to Permaculture Course and test / review 
● Develop content for courses, including reviewing and curating content from existing 

resources: 
◦ Work closely with the Permaculture Association’s Knowledge Base (KB): use KB 

content in course design, and use course development to enhance the KB and 
promote online courses. 

◦ Review and categorise existing video and written content  
◦ Make use of 52 Climate Actions (www.52climateactions), and all other existing 

Association resources at your disposal. 
◦ Develop proposals for creating content at events, eg. video content filmed at the 

annual Permaculture Convergence (September 2020), and oversee content creation 
● Work with permaculture tutors to develop course materials 
● Where required and able, write or produce new course materials 
● Copy-edit all content 
● Integrate multiple forms of content in course design to create engaging and varied 

learning experiences for students, including but not limited to text, images, video, etc. 
● Utilise available technology for optimum learner experience - preferably using Adobe 

Suite, or equivalent applications, ie. Creating vector graphics using Illustrator, 
Experience editing video with Premier Pro, Creating PDFs using In Design.  

● Where necessary, propose additional content development needs for each course, and 
with Education Coordinator, agree recruitment / freelance contracts for specific tasks, 
eg. video development, animation, etc. 

 
Online course management and promotion 

● Manage participant activity in forums and other appropriate channels 
● Troubleshoot user issues 
● Create analytics reports on the success of course elements and review/improve 

content accordingly 
● Assist Education Coordinator and other members of the Association team with course 

marketing planning and execution 
● Support with marketing at events, eg. networking and public speaking 

 



 
 
Other Responsibilities  

● Attend meetings as required. 
● Attending events to support other staff. 

● Prepare for and attend supervision sessions with your Line Manager. 
● Assist with general duties and represent the Association at events as and when 

appropriate. 
● Undertake other duties as agreed with the Chief Executive. 
 

General duties:  
● All staff are expected to work within and to promote the aims and objectives of the 

Association, and present a positive image of the Association to members and the 
public. 

● All staff are expected to work within the Equal Opportunities framework, and to 
promote good practice through their work. 

● Team working and a flexible approach are essential. 
● All staff are expected to take responsibility for their own safety, and to ensure that 

colleagues and visitors are not exposed to danger. 
● All staff are expected to abide by the Association’s policies and ethos at all times. 

 
 

Person Specification 
 

Essential  Desirable 
Qualifications  ● Degree in a related subject or 

equivalent experience 
● Permaculture Design 

Certificate 
Experience of  ● Working with online tools and 

methods for mass participation 
● Editorial experience and/or content 

reviewing 
● Designing materials (ideally 

educational and outreach), both 
online and physical 

● Combining information from 
multiple sources to produce 
informative and engaging content 
for a range of audiences 

● Multi Media production 
● Using LMS platform/s 
● Experience or knowledge of 

using a Lean / Agile 
development approach 

● Creating and developing online 
communities 

● Teaching 
● Working with freelance 

contributors 
● Creating animation and video 

editing experience eg. After 
Effects motion graphics  

● Developing business models 
and plans 

Knowledge 
and skills 

● Excellent IT skills 
● Excellent written and oral 

communication skills in English 

● Utilising available technology 
for optimum learner 
experience, eg. using Adobe 
Suite 

 



 
● Ability to work with a wide range of 

media (text, images, video)  
● Ability to work effectively as part of 

a highly collaborative and 
geographically dispersed team 

● Knowledge of permaculture and/or 
related disciplines 

● Copy-writing  
● Familiarity with design 

strategies and methods for 
generating engagement and 
participation 

● Public speaking  
● Marketing a product or service  

Personal  
attributes 

● Honest and reliable 
● Self-motivated, able to take 

initiative and to meet deadlines 
● An interest in environmental and 

development issues 

● Sense of humour 

 
Please note that the job will be subject to an initial trial period based on a review at 3 and 6 
months. 
 
Send your completed application form to office@permaculture.org.uk 

 


