
 

 

 
 

EDUCATIONAL TECHNOLOGY SPECIALIST 
(TEACHER ON SPECIAL ASSIGNMENT)  

 

 
Salary Schedule: 
Certificated 
 
Annual Workdays: 
195     

 
PRIMARY FUNCTIONS 

Under the supervision and direction of the Assistant Superintendent of Educational Services, the Educational 
Technology Specialist assists the districtwide implementation of the educational technology of the district to 
assist students and staff success in the utilization of programs. They shall engage in research, professional 
development, and technical support as needed.  The Educational Technology Specialist shall support program 
implementation and guide instructional practices associated with utilization of technology in classrooms.  

GENERAL DUTIES AND RESPONSIBILITIES: 
 

●​ Assists in the planning, organization, direction, and coordination of educational technology  
●​ Serves as a key stakeholder in the selection of software and technology services in other functional 

departments of the district. 
●​ Assists in developing policy guidelines, system standards, and operating procedures. 
●​ Serves on the district technology committee. 
●​ Confers with and assists administration on technological activities as necessary for the proper integration 

and correlation of the technology systems or programs in use by the district. 
●​ Address local needs for Staff Development in terms of a range of educational related technologies. 
●​ Conducts workshops, webinars, and one-on-one training sessions to assist teachers to learn new 

technologies. 
●​ Provides a method of developing technology resources to answer questions and give hands-on assistance 

to staff. 
●​ Supports students, teachers, classified staff and parents with appropriate information and resources. 
●​ Identifies access to educational information resources that are useful and relevant to students, teachers, 

administrators, staff and community members. 
●​ Develops priorities and strategies for establishing and implementing partnerships with appropriate 

organizations and programs. 
●​ Provides guidance and support for teachers to utilize educational technology in support of computer 

coding, electronic graphic arts, animation, film, video, game design, etc. 
●​ Assists with social media platforms and district websites to ensure they are up to date and that the district 

is compliant with legal mandates. 
●​ Evaluates educational technology products and practices to ensure they good fit for school needs 
●​ Supports digital citizenship efforts and effectively communicates this with educational partners. 
●​ Analyze student and staff data to determine the impact of technology on student learning outcomes and 

share this data to help the district make informed decisions about future educational technology 
investments. 

●​ Develops a variety of general communication strategies to publicize staff development activities to all 
schools. 

●​ Uses existing County and District resources to promote the use of technology. 
●​ Seeks outside funding sources such as business partnerships, grants, state, or federal agencies.  
●​ Maintains knowledge of educational technologies and best practices in the classroom. 

​ ​ ​ ​ ​ ​ ​ ​ Educational Technology Specialist, Page # 1 



●​ Other duties and responsibilities consistent to the primary functions and collective bargaining agreement 
may be assigned. 

REQUIRED QUALIFICATIONS:  

Education:  
●​ Possesses a valid California Teaching Credential  
●​ Certifications in specific educational related technologies (preferred) 

Experience:  
●​ At least five (5) years of teaching experience 
●​ Two (2) years of hands on training in computer use (preferred) 
●​ Developing and/or facilitating professional development (preferred) 

DESIRABLE QUALIFICATIONS: 
 
Knowledge of:  

●​ California Standards for the Teaching Profession. 
●​ Research-based instructional best practices/activities/strategies pertinent to assigned areas of specialty.  
●​ The development of an elementary/secondary classroom program to support the goals of the District.  
●​ Principles, practices, procedures, rules, codes, regulations, techniques, and strategies of District and 

assigned areas of focus. 
●​ Commonly used education technology such as learning management systems, educational services, and 

educational related tools (i.e. interactive whiteboards). 
●​ Learning theories and how to technology can be used to support instructional design, assessment, 

differentiated instruction, etc. 
●​ Applicable sections of the State Education Code and other applicable laws. 
●​ Current trends and research concerning educational technology. 

Ability to:  
●​ Speak, read, and write in English fluently at a professional level.   
●​ Write reports and business correspondences.  
●​ Maintain positive relations with teachers, administrators, and other educational partners in oral and 

written communication.  
●​ Read, analyze and interpret assessment data, professional periodicals, professional journals, technical 

procedures, or governmental regulations/codes/policies.    
●​ Effectively present information and respond to questions from teachers, students, families and the 

general public as necessary in a professional setting.  
●​ Interpret a variety of instructions furnished in written, oral, diagram or schedule form.   
●​ Operate a computer, including word processing, data management software, student information 

systems, and online virtual platforms. 
●​ Learn various computer operations and software required for the position.    
●​ Apply knowledge of current research and theory in area of specialty.  
●​ Accomplish assigned tasks in a collaborative manner. 
●​ Work with a minimum of supervision.  
●​ Apply interpersonal skills using tact, patience and courtesy. 
●​ Analyze situations and plan corrective actions.  
●​ Adapt to changes in daily responsibilities.  
●​ Maintain accurate records and reports.  
●​ Read, interpret, and apply rules and procedures.  
●​ Maintain possession of a valid California Driver License. 

​ ​ ​ ​ ​ ​ ​ ​ Educational Technology Specialist, Page # 2 



 
 
 
PHYSICAL, MENTAL, AND SOCIAL REQUIREMENTS: 
 
Employees in this position must have the ability to:​  

●​ Stand and sit for extended periods of time.  
●​ See and read printed matter with or without vision aids. 
●​ Hear and understand speech at normal levels. 
●​ Speak English so that others may understand at normal levels. 
●​ Hear and speak to exchange information and make presentations. 
●​ Stand, walk, stoop, twist bend over, grasp, reach overhead, push, pull, and move, lift and/or carry up to 

20 lbs. to waist height. 
●​ Concentrate on single or multiple tasks individually or in a group setting for up to two (2) hours at a 

time. 
●​ Learn and adapt to the use of a variety of equipment and machinery and follow both oral and written 

instructions to complete tasks. 
●​ Maintain regular attendance. 
●​ Work interdependently and convey an understanding and patient attitude toward staff, students, parents 

and members of the community. 
●​ Maintain the privacy of confidential information. 
●​ Work in a school and/or office setting. 

 
WORK ENVIRONMENT 
 
The primary work location is a classroom or office setting.  Noise levels in this setting range from quiet to 
moderate. The employee travels between school sites and classrooms.  Assignment will also require occasional 
travel to conferences, workshops, and professional symposia outside the school district boundaries and may 
require overnight lodging and work in a hotel/conference complex. 
 
 
 
Board Approval:  March 6, 2023 
Formal Review:  February 27, 2023 
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