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POSITION TITLE: Professional Development/Instructional 
 Technology Coordinator 
 
F.L.S.A: Exempt 
 
QUALIFICATIONS: Valid Missouri teacher certificate for 
 appropriate level 
      Minimum of three years of teaching experience 
      and a Master’s degree in Education  
      Such alternatives to the above qualifications as 
      the Board may find appropriate and acceptable 
      Effective public speaking skills 
      Proven leadership skills 
      Collaborative and interpersonal skills 
 Desire to continue career improvement by 
 enhancing skills and job performance 
 
REPORTS TO: Assistant Superintendent  
 Academic Service/Continuous Improvement 
 
TERMS OF EMPLOYMENT: 260 days, 8 hours per day, with benefits 
according  to Board policy 
 
 
JOB GOALS:  Provides leadership and direction to implement a quality professional 
development plan. The employee assists with identifying and acquiring technology 
software products. This individual also provides training and support to the staff to 
integrate technology plans.  
 
ESSENTIAL JOB FUNCTIONS: 
 
1. Coordinates staff development in the areas of technology integration. 
2. Models the integration of technology in all curriculum areas. 
3. Collaborates with teachers and other instructional staff to develop curriculum 

materials and specific lesson plans that integrate technology. 
4. Ensures that the district CSIP objectives are incorporated into the district’s 

professional development plan for certified and classified staff. 
5. Coordinates new teachers and mentors. 
6. Leads the district’s PDC committees to assure site-based coordination and 

implementation of building BSIP goals. 
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7. Collaborates with the Assistant Superintendent Academic Services and Academic 
Service Team to establish and coordinate a cycle of curriculum review/revision as 
well as the acquisition and implementation of material resources to support these 
cycles. 

8. Communication of PD and other Academic Services Functions to all staff. 
9. Participates in ongoing professional development related to job responsibilities and 

maintaining expertise in the field. 
10. Work effectively with all staff members and responds to staff professionally. 
11. Confers regularly with immediate supervisor. 
12. Performs other tasks and assumes other responsibilities as assigned. 
13. Consistent and regular attendance is essential function of this position. 
14. Ability to work to implement the vision and mission of the district. 
 
 
 
OTHER JOB FUNCTION: 
 
1. Maintains strict confidentiality. 
2. Demonstrates professionalism and appropriate judgment in behavior, speech, dress 

and appropriate professional manner for the work setting. 
3. Adheres to good safety practices. 
4. Adheres to all district rules, regulations and policies. 
5. All other duties as required or assigned. 

 
 

 
PHYSICAL DEMANDS: 
 
 
While performing the duties of this position an employee is regularly require to sit, 
stand, talk and hear.  The employee is frequently required to walk and use fingers.  The 
employee is occasionally required to stand, reach, bend, lift and carry up to 10 lbs.  The 
employee must have the ability to lift up to 40lbs. to shoulder height occasionally.  Close 
vision ability to look at a computer screen for long periods of time is required. 
 
CONDITIONS AND ENVIRONMENT: 
 
 
The environment is consistent with a typical school/office environment. 


