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JOB TITLE: Teacher Services Specialist     STATUS: Exempt  

 

REPORTS TO: Director of Human Resource Services   TERMS: 230 Days/ Non-Contract 

 

DEPARTMENT: Human Resource Services    PAY GRADE: AE 105  

      
 
 

PRIMARY PURPOSE: 

Support new teachers with the goal of expanding teacher retention and student achievement.  Collaborate 

with principals to advance teacher development.  Build partnerships with universities and educator 

preparation programs to attract top-notch student teacher applicants for the district. 

   

QUALIFICATIONS: 

Education: 

Master’s Degree, preferred 

Valid Texas Teaching and Mid-Management Certificates, preferred 

Certified as Texas-Teacher Evaluation and Support System Trainer (T-TESS), preferred 

 

Special Knowledge/Skills: 

 Excellent organizational, communication and interpersonal skills 

 Understanding and identification of best practices for teachers 

 Ability to coordinate and facilitate professional learning 

 Ability to use sound research practices 

 Ability to interpret data 

 

 Experience: 

 Minimum of 3 years of successful campus or central office leadership experience, preferred 

Minimum of 5 years of successful teaching experience, preferred 

  

MAJOR RESPONSIBILITIES AND DUTIES: 

 

1. Serve as mentor for all new teachers, to both the district and the profession, by providing 

resources and campus support. 

 

2. Conduct a walkthrough observation each semester for all new to the profession teachers, with the 

purpose of providing reflective feedback for professional growth.  

 

3. Provide a coaching visit with appropriate staff development for struggling new teachers, both to 

the district and the profession, based on observation data or at the request of campus leadership.  

 

4. Collaborate with principals to support teachers with identified areas of deficiency, including 

coaching visits and/or classroom walkthrough observations to determine evidence of growth in 

needed areas. Teachers deemed less than great should receive a coaching visit and a walkthrough. 

 

5. Monitor and assist in the documentation and training of all employees needing Texas-Teacher        

       Evaluation and Support System certification (T-TESS) and maintain online training portal. 

 

6. Coordinate the assignment of student teachers/interns from local and out-of-state educator 

 preparation programs. 

 

7. Supervise the district’s student observation program and field experience agreements. 

 

8. Mediate any principal concerns between mentors and student teachers by communicating with 

field supervisors. 
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9. Partner with curriculum and instruction, advanced academics, special programs, bilingual 

education, communications, and other necessary departments to design a research-based New 

Teacher Orientation. 

 

10. Coordinate the development and delivery of a research-based Aspiring Administrator’s Academy 

including planning sessions, designing topics, and scheduling guest speakers. 

 

11. Lead the coordination of the district’s participation in teacher recruiting activities. 

 

12. Monitor professional research and disseminate ideas and information to other professionals. 

 

13. Identify high need training topics, work with Curriculum & Instruction Department to develop 

high value training, and deliver training where appropriate. 

 

14. Encourage and support the development and implementation of world-class programs. 

 

15. Perform other duties as assigned. 

Mental Demands/Physical Demands/Environmental Factors: 

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

imaging equipment 

Posture: Frequent walking, standing, bending/stooping, and reaching. Occasional pushing/pulling and 

twisting 

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

Lifting: Occasional light to moderate lifting and carrying (less than 44 pounds) 

Environment: May work prolonged or irregular hours  

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

 

 

________________________________________________ 

Printed Name 

 

________________________________________________ 

Signature 

 

________________________________________________ 

Date 


