
Primary Duties 

 Act as the EdTech primary point of contact in support of all education technology. 

 Be available beyond normal school hours to respond questions beyond school hours to 

respond to  emails and telephone inquiries.  

 Work with the IT Director to evaluate the viability of all existing and proposed 

educational technology on the school’s hardware and network. 

 Oversee the use of the Clever application to be a Single Sign On (SSO) for all educational 

technology needing student rostering and log-in. 

 Be an additional point of contact for Infinite Campus. 

 Oversee the school’s web presence and coordinate access and training on the site and 

maintaining current, real-time relevant data. 

 Upload and configure e-learning content into learning management system. 

 Integrates emerging instructional methods and technologies into teaching and learning. 

 Be a member of all committees and meetings where information technology decisions 

are part of the agenda. 

 Collaborate with internal teams and leadership to ensure requirements are being met 

and projects are kept on schedule. 

  Teach students research and information literacy skills (access skills; literature 

appreciation; library skills; media production use; critical thinking and problem-solving 

skills pertinent to the information and digital literacy curriculum). 

 Co-teach, model, and support integrated lessons in the classroom by providing direct 

instruction to students and teachers in the use of computer applications, such as 

PowerPoint, and new and emerging technologies. 

 Provide leadership, support, and training to classroom teachers and specialists for digital 

learning and technology integration. 

 Facilitate the development of curriculum units that fully integrate the information 

technology benchmarks into the content areas. 

 Provide technology assistance to teachers for students with diverse learning styles or 

those on Individual Education Plans (IEP). 

 Develop and conduct building-based and system-wide professional development 

workshops for instructional technology initiatives. 

 Assist teachers with on-line attendance reports and data which tracks student's time on-

line, and the maintenance of this data. 

 Promote information technology and identify areas of the curriculum best served by 

technology use. 

 Consult and collaborate with curriculum coordinators to identify appropriate software 

and programs to support curriculum. 



 Evaluate new software and hardware to support teaching and learning. 

 Facilitate school-based technology teams. 

 Consult with school principal and others in developing and facilitating the 

implementation of the School’s Technology Plan. 

 Participate in regional job-alike meetings and conferences. 

 Other related duties as assigned. 

Instruction Design 

 Develop instructor guides, student guides, and PowerPoint presentations. 

 Apply creative design to the discipline of instructional design with an emphasis on 

multimedia. 

 Develop instructional programs that leverage new technologies and multimedia. 

 Apply interaction design and interactive learning principles to instructional solutions for 

teachers. 

 Select, modify, and integrate existing instructional materials that employ multimedia 

and emerging technologies. 

 

Training Program Production 

 Develop training programs for virtual instruction.  

 Conduct trainings on educational technology as needed for teachers, staff, and students. 

Required Skills: 

 Strong analytical and problem-solving skills. 

 Excellent follow-up, time management and organization skills.   

 Strong editing, written and oral communication skills.  

 Strong interpersonal skills. 

 Ability to coordinate several projects simultaneously. 

 Proactive technical troubleshooting and problem-solving skills. 

 Proficiency in the Microsoft Office Suite (i.e. Word, Excel, Outlook), Adobe Photoshop 

and/or Adobe InDesign and PowerPoint. 

 Ability to demonstrate an expertise in all available programs and platforms used in the 

school’s curriculum implementation and classroom teaching strategies. 

 



Minimum Qualifications 

 Bachelor’s Degree from an accredited institution in Educational Technology, Information 

Technology, Education, Computer Science or other degree that approximates any of the 

stated areas of expertise. 

 Ability to obtain an IVP Fingerprint Clearance Card from the State of Arizona. 

 Ability to pass federal adjudication. 

Preferred Qualifications 

 Minimum 5 years experience in an educational technology teaching or support position. 

 Ability to support a wide variety of programs and platforms. 

 Ability to create and present trainings to support existing and proposed educational 

technology. 

 Ability to articulate specific needs and outcomes, both verbally and in writing, to the 

Information Technology Director, the Leadership Team and Board of Trustees. 

 


