SF CONTINUING
STUDIES

Technical Communication Certificate Program — Contract instructor

SFU Lifelong Learning strives to be the leading provider of flexible, responsive education in British
Columbia and beyond. We believe that lifelong learning not only imparts knowledge but also empowers
and inspires participants to be change agents for their lives and communities. We mobilize learners by
providing timely, targeted programming that helps them succeed in a fast-changing world.

SFU Lifelong Learning requires experienced Instructors for our online asynchronous course in the
Technical Communication certificate program: TCOM230 Indexing: An Essential Art and Science.

Responsibilities

The successful contractor will facilitate an online asynchronous course by applying subject matter
expertise and effective online teaching practices in a dynamic and collaborative learning environment.
Responsibilities include supporting students through learning activities, fostering student engagement,
and providing timely communication and constructive feedback.

The successful contractor will also demonstrate expertise in professional editing and indexing, including:

e Subject and conceptual analysis.

e Evaluating and creating high-quality indexes for non-fiction books, technical documentation,
manuals, and textbooks.

e Applying professional indexing standards and conventions.

e Developing headings, subheadings, locators, cross-references, and double-postings.

e Organizing information through taxonomies and controlled vocabularies.

e Indexing for both print and digital publications.

e Using dedicated indexing software (e.g., CINDEX, MACREX, or SKY Index) and Microsoft Word
indexing tools.

e Applying The Chicago Manual of Style and other relevant editorial standards.

e C(Critically evaluating existing indexes and ensuring quality assurance.

e Demonstrating strong research, analytical, written communication, and attention-to-detail skills.

e Understanding professional indexing practice and client relationships.

Contractor Qualifications

e Minimum of five years of professional indexing experience.

e Master's degree in a relevant discipline, or an equivalent combination of post-secondary
education and professional experience.

e Demonstrated experience teaching or facilitating adult learners in an online environment,
preferably asynchronously.

e Exceptional writing, editing, and proofreading skills.

e Excellent organizational and time-management skills, with the ability to prioritize competing
responsibilities and meet deadlines.

e Demonstrated ability to work collaboratively with colleagues and diverse stakeholder groups.

Compensation will be discussed with shortlisted candidates during the interview process.
The competition will remain open until the position is filled; however, screening of applications will
begin on August 24, 2026.


https://www.sfu.ca/continuing-studies/programs/technical-communication-certificate.html
https://www.sfu.ca/continuing-studies/programs/technical-communication-certificate.html
https://www.sfu.ca/continuing-studies/courses/tcom/indexing-an-essential-art-and-science.html

To apply, please submit a cover letter and resume to:

Vesna Maljkovic¢

Associate Director, Communication Programs
SFU Lifelong Learning

vesna maljkovic@sfu.ca

Please include "TCOM230 Posting" in the subject line of your email.

We thank all applicants for their interest. Please note that this is a contract opportunity and not an
employment opportunity. Prospective contractors who are determined to be qualified will be invited to
enter into an independent contractor agreement with SFU Lifelong Learning.
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