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PUTNAM COUNTY SCHOOLS 

JOB DESCRIPTION 
 
 

Position:  Computer Curriculum Specialist 
 
Evaluated by:  Director of Technology 
 
Job Description: The Computer Curriculum Specialist is assigned to work cooperatively 

with other school personnel to maximize the effective use of instructional 
technology.  

 
Qualifications: Holds or qualifies for a West Virginia Professional Teaching Certificate. 
 Has a minimum of five (5) years of teaching experience. 
 Holds or is willing to obtain Apple Certification. 
 Has experience in curriculum development and training of personnel. 
 Has demonstrated knowledge and skill in the use of instructional 

technology. 
 
Length of Employment: 261 Days 
  
Responsibilities: The Computer Curriculum Specialist shall have the following 

responsibilities and duties: 
 

1. To assist in the implementation of the instructional technology program for all students. 
2. To assist in the development of curricula that integrate technology into the instructional 

process. 
3. To apply technical knowledge and skill related to hardware, software, 

networking/infrastructure and technology support. 
4. To plan and conduct effective training in the areas of hardware and software use, 

integration of technology into the curriculum, web publishing and technology support. 
5. To communicate effectively through oral, written and electronic methods. 
6. To conduct research and write grants for funding of technology projects. 
7. To evaluate the status of technological equipment and training and make recommendations 

regarding current and future needs.  
8. To solve problems related to the operation and use of computer equipment. 
9. To assign and monitor tasks related to the support of educational technology. 

10.  To coordinate tasks with various vendors and services.  
11.   To maintain inventory of hardware and software, as assigned. 
12.  To serve on committees assigned to plan and develop the technology goals for the school 

system. 
13.  To assist in the planning, implementation and evaluation of various local, regional and 

state technology projects, as assigned. 
14.  To maintain and upgrade professional skills. 
15.  To assume other duties as assigned by the Director of Technology.  

 


