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JOB TITLE: C&I Digital Materials Specialist    STATUS: Exempt  

  

REPORTS TO: Chief Academic Officer    TERMS: 215 / Non-Contract 

 

DEPARTMENT: Curriculum and Instruction   PAY GRADE: AE104  
 
 

PRIMARY PURPOSE: 

To integrate technology including electronic textbooks in a way that develops skills, increases 

understanding, and explores applications so that students and staff utilize instructional technology to 

increase performance.  

 

QUALIFICATIONS: 

Education: 

Bachelor’s degree in Instructional Technology or closely related field  

Masters Degree, preferred 

Valid Texas teaching certificate with required endorsements for subject and level assigned, preferred  

 

Special Knowledge/Skills: 

Strong organizational skills, written skills, oral communication skills, and interpersonal skills 

 Ability to model effective classroom strategies on research-based teaching practices integrating technology 

Knowledge of trends and issues in technology, effective teaching strategies, curriculum reform, and other 

research that affects instruction  

Advanced knowledge of curriculum development  

Ability to work as part of a team 

Knowledge of the Texas-Teacher Evaluation and Support System  

 

Experience: 

Experience integrating technology in a classroom 

 Such alternatives to the above qualifications as the Board may find appropriate 

 

MAJOR RESPONSIBILITIES AND DUTIES: 

1. Coordinate planning sessions with individuals, teams, or departments providing guidance for effective use 

of technology applications as part of the instructional process.  

 

2. Manage, maintain, and support all C&I online resources and software programs. 

 

3. Serve as point of contact for software vendors, designated Technology ETS, and Lead Programmer.  

 

4. Assist content specialists with developing and implementing technology-based instructional strategies for 

teachers and students.  

 

5. Model and provide coaching in technology-based instructional strategies for teachers and students.  

 

6. Provide technology training for students, teachers, administrators, and support staff on various platforms 

and applications.  

 

7. Collaborate with Technology Department for classroom implementation of new software or hardware 

selection.  

 

8. Maintain student information in instructional software in coordination with Technology department. 

 

9. Conduct regular walkthroughs to monitor technology integration and provide support, including providing 

timely, feedback regarding strengths and areas of needed growth. 

 

10. Provide assistance to district and campus administration, faculty, and staff in the selection of curriculum 

resources and solutions. 
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11. Support specialists in the implementation and training of instructional software and textbooks. 

 

12. Investigate and disseminate information to district stakeholders on best practices for technology integration 

of electronic textbooks. 

 

13. Coordinate the selection of technology equipment and software; maintain a database of all instructional 

software in the C&I department. 

 

14. Communicate with technology vendors and specialists to review and evaluate new software. 

 

15. Perform other duties as assigned. 

 

MENTAL DEMANDS/PHYSICAL DEMANDS/ENVIRONMENTAL FACTORS: 

Tools/Equipment Used: Standard office equipment including personal computer and peripherals; standard 

instructional equipment  

Posture: Prolonged sitting and standing; occasional bending/stooping, pushing/pulling, and twisting 

Motion: Repetitive hand motions, frequent keyboarding and use of mouse; occasional reaching 

Lifting: Occasional light lifting and carrying (less than 15 pounds) 

Environment: Frequent districtwide travel 

Mental Demands: Work with frequent interruptions; maintain emotional control under stress 

 

 

The foregoing statements describe the general purpose and responsibilities assigned to this job and are not an 

exhaustive list of all responsibilities, duties, and skills that may be required. 

 

I have read and understand the responsibilities and duties required for this position as outlined above. 

 

 

________________________________________________ 

Printed Name 

 

 

________________________________________________ 

Signature 

 

 

________________________________________________ 

Date 

 


