JOB DESCRIPTION
Park Hill School District

Educational Technology Specialist

Purpose Statement
The purpose of the Educational Technology Specialist is to provide instruction, training and resources to facilitate use of technology for learning and work; to increase staff and student use, knowledge of, and engagement with district supported technology systems and digital tools; communicate effectively with all stakeholders; and provide general support as assigned. 
This job reports to the Manager of Projects and Training. 

Essential Functions
· Assist in the creation of district level internal and external communications for the purpose of keeping customers informed about work tools, enhancements, and updates. 
· Assists in the identification of solutions for identified training needs to meet customer requests.
· Build and maintain positive rapport with all district personnel to provide exemplary customer service. 
· Collaborate and consult with district leadership, academic services, and other departments to develop effective training solutions to meet the needs of all staff and students. 
· Communicates updates and recommendations on best practices for technology integration in the education environment.
· Continually gather information and ideas for training program development for the purpose of ensuring customers’ needs are met. 
· Deliver engaging presentations that impact teaching, learning and work. 
· Investigate and disseminate information on best practices for technology integration in the education environment to foster efficient use of work tools. 
· Lead the development and maintenance of a public technology resource site to effectively communicate with all district patrons and support district technology initiatives. 
· Maintain digital communications on multiple platforms to reach appropriate audiences through different venues. 
· Proactively identify gaps in knowledge or training needs for staff and students.
· Produce multimedia training content that may include screencasts, videos, animations, etc. to educate staff and students on technology tools and resources. 
· Provide small and large group training for the purpose of increasing knowledge of technology tools for work and learning to district staff and patrons, including teachers, support staff, students and parents. 
· Provide training resources pertinent to district personnel for the purpose of providing ongoing reference materials such as screencasts, printed materials and online courses. 
· Stays current with best practices and innovative uses of technology to enhance teaching and learning.  
· Support continued development of Technology Services’ Training Plan to ensure customer needs are met or exceeded. Track and maintain metrics of all training deliverables, assess effectiveness and provide recommendations for improvement to ensure training is appropriate for each audience. 
· Use appropriate technologies and adult learning techniques to design and facilitate various courses and training interventions for district personnel and patrons. 
· Work collaboratively with technology staff and customers to foster and enhance a positive and helpful work environment. 

Other Functions
· Performs other related duties as assigned for the purpose of ensuring the efficient and effective functioning of the work unit.

Job Requirements:  Minimum Qualifications

Skills, Knowledge and Abilities

SKILLS are required to perform tasks simultaneously with a potential need to upgrade skills to meet changing job conditions. Specific skill-based competencies required to satisfactorily perform job functions include: teaching technical topics to non-technical audiences; strong writing skills; speaking publicly in front of various audiences; maintaining digital documentation and training resources; display confidence with technology; excellent customer service and effective communication skills -- both verbally and in writing with internal and external audiences.

KNOWLEDGE is required to understand technical information and educational technology. Specific knowledge-based competencies required to satisfactorily perform the job functions include: using creative design techniques with a variety of applications; considerable knowledge of educational technology devices, tools and resources; adult and child learning techniques; and effective presentation methods.

ABILITY is required to use basic, job-related equipment; schedule activities and/or meetings; and gather/collate data. Flexibility is required to work with others in a variety of circumstances; and identify and document processes. Ability is also required to work with diverse individuals and/or groups. Problem solving is required to analyze issues and create action plans. Specific ability-based competencies required to satisfactorily perform job functions include: learning new programs and tools quickly; developing effective working relationships, communicating with persons of diverse technical knowledge and skills; providing clear instructions; setting priorities; being detail oriented; maintaining excellent written and oral communications; and demonstrating a commitment to customer satisfaction.

Responsibility
Responsibilities include: working under limited supervision following standardized practices and/or methods; leading, guiding and/or coordinating others; operating within a defined budget. Utilization of resources from other work units is often required to perform the job's functions. There is a continual opportunity to impact the organization’s services.

Working Environment
The usual and customary methods of performing the job's functions require the following physical demands: occasional lifting, carrying, pushing, and/or pulling, some climbing and balancing, some stooping, kneeling, crouching, and/or crawling and significant fine finger dexterity. Generally the job requires 50% sitting, 20% walking, and 30% standing.  This job is performed in a generally clean and healthy environment.

Experience		Job related experience within a specialized field is required. At least three years experience working in an educational environment is required.
Education		Bachelor’s degree in job-related area is required. Teacher certification is strongly preferred.
Clearances		Criminal Justice Fingerprint/Background Clearance

FLSA Status
Exempt


