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Diploma MSc Course Director  

 
Learna “Vision, Mission and Objectives” 

 
Vision 

Enrich the life (and career) of international health care professionals. Creating leaders in the community. 

Mission 

Delivering high quality flexible medical education across a range of health care professionals; Promoting 

lifelong learning and personal development. 

Objectives 

1. Drive revenue growth 

2. Increase profitability 

3. Develop community/be customer centric 

4. Develop and deliver quality medical education content 

5. Being innovative  

Job Description 

The course director is responsible for the academic direction of the Diploma MSc programme in the given 

specialty. The course director’s role is particularly important when you consider the Diploma-MSc in context. 

We are in a particularly competitive market place and students have considerable choice of where they wish 

to study. They could have chosen a more established university course but they chose us because we have a 

competitively price course delivered over one year with a focus on quality. What is more we endeavour to 

treat our students as customers and this is important. Therefore, course director is responsible for ensuring 

continued quality with customer satisfaction being a priority. 

1. We know that the success of the courses and the satisfaction of the students are based on how good 

the tutors are. Therefore, supervision of the tutors ensuring the adequacy of tutoring during each module is 

a priority. The course director is encouraged to review the interaction between tutors and students and 
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make sure that this happens in a timely fashion. Liaise weekly with the support staff in the office to ensure 

that this is happening. If there is inadequate activity, the support staff will usually try to contact the tutors 

and nudge them along. However, it is often useful for the course director to offer friendly advice. 

2. Should a tutor be taken ill or go AWOL, then we would expect the course director to step in to 

support the students until a substitute can be found. 

3. We expect the course director to assist with student publications. This is an important task for the 

director as it adds to the academic credibility of the course. The course director is therefore expected to help 

students to identify and publish 2 papers annually. Usually these papers will come from the MSc course. 

4. Identification and recruitment of new tutors. There is natural burnout of tutors so we need to be 

active in new tutor recruitment. We expect the course director to identify at least 5 new tutors suitable for 

the course annually. It is important to try to get good and motivated tutors who are also able to tutor for 

both diploma and MSc. 

5. Assess and understand student feedback. This is very important. At the end of each module we 

expect the course director to assess and act upon student feedback. Be aware of any issues that occur as a 

consequence of tutor issues, student support, tech issues etc. Academic issues can be reported to the 

academic director. 

6. Issues concerning academic integrity such as plagiarism are referred to you and need to be acted 

upon. Plagiarism is rare but does happen. We have a well-developed process for this but we urge the course 

director to get involve at the earliest stage, confirm plagiarism or bad practice and act upon this. The support 

staff and academic director are there to help and support this process. 

7. Double mark students at the end of the module as indicated by the support staff at the end of each 

module. 

8. Make weekly contact with the support staff to ensure that the course modules are running well. You 

are very welcome to go to the medicentre and arrange to meet with the admin team. These meetings are 

particularly important for the end of module assessments. 

9. Work with the teams as you see fit to give advice on what might work with recruitment to the 

course. 

10. Attend the directors meeting and work with the other course directors to adopt best practice. 

Typically a directors meeting is organised annually. 
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11. Feel free to use the offices at the medicentre and you are welcome to work there and organise 

meetings with the staff.  

This outlines some of the roles and responsibilities being a CD. However, its about taking ownership of the 

course and you have freedom to make the course what you will. Your help and assistance in making this 

course successful is invaluable and we hope you enjoy working with us at Learna. 

Responsibility for Course Quality  

 

To maintain and improve the quality of the course you will be involved in the following; 

 Improving questions by reviewing up to date guidelines. 

 Revision of question bank by reviewing new questions written by tutors. You are responsible for 

ensuring tutors write 2/3 questions per module (BoF and Long Stem)  while they are tutoring. 

 Maintaining the quality of course material 

 Providing administration team team with links on Moodle for reading lists. Admin team will upload 

this on your behalf 

 Reviewing and renewing topic areas  

 

 Exploring and implementing the use of leading edge technology to keep the course at the forefront 

of on-line education provision. 

 Review tutor results to ensure continuity of marking across the subject. 

 

Responsibility to Tutors 

 

The Course Director is responsible for ensuring adequate quantity and quality of tutors on the course and 

will be involved in  

 Recruitment of new tutors 

 Training of new and existing tutors 
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 Evaluation of tutors  

 Ensuring consistency of standards among tutors 

 

Responsibility to Students 

 

 The course director will review the compulsory student feedback, acting on it where appropriate and 

reporting to Course Board.  

Responsibility to Course Board  

 

The Course Director will contribute to the quarterly Course Board meetings by reporting on the following 

aspects of the course as requested, providing action plans/responses as necessary:  

 Course is on purpose (Vision, Mission and Objectives) 

 Recruitment of new tutors/ retention/ progression 

 Results 

 Academic offences e.g. plagiarism 

 Student Feedback/Complaints 

 Accreditation with relevant bodies 

You may also be asked on an ad hoc basis to; 

 Double-mark when tutors cannot fulfil this duty 

 Send warning messages to students regarding copying and pasting 

 Send positive emails to students with outstanding performance 

 Write blog articles and choose academic article for inclusion in marketing activities. 

 Review new RTS applications before submission to University. 
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Responsibility for Course development 

 

In being ambassador for the course you will take all opportunities to promote the quality of the course and 

trying to recruit; 

 Ambassadors  

 Students 

 Tutors 

Contact 

 
You will have the full support from the admin team to ensure actions are complete.  

 Katie Lowe, Diploma MSc Lead – klowe@diploma-msc.com 

 Dr Ruth Davis, Academic Director – ruthedavis@aol.com 

 Dr Steve Davies, Director – daviesjs@diploma-msc.com 
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