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SANTA CRUZ CITY SCHOOLS 
JOB DESCRIPTION 

EDUCATION TECHNOLOGY SPECIALIST 

 

DEFINITION: 
Under the direction of the Director of Information Technology, support student, staff and teachers 
incorporate technology into classroom instruction and curricula; provide technical support; maintain 
networks at school sites; advise staff and students about usage of networks and proper and secure 
usage; maintain current knowledge on technology and network security issues.   
 
ESSENTIAL DUTIES AND RESPONSIBILITIES:   

 Coordinate the application of technology and classroom use of networks, hardware, software and 
peripheral equipment; ensure working order and security of equipment; create and maintain 
current inventory of equipment. 

 Assist students, teachers and staff with computer hardware and software support requests; 
diagnose and troubleshoot user issues; train staff in use of computer equipment, software, 
peripherals, smart phones, tables and other connect equipment; advise staff and administration 
on hardware and software purchases; develop and provide training to teachers and students to 
demonstrate the use of technology and the achievement of learning outcomes; create 
applications, software and settings to assist staff, students and teachers with computer and 
technology use.  

 Perform wired and wireless network analysis; maintain and troubleshoot issues with computer 
and technical equipment; make and arrange for repairs or computer replacements; install various 
equipment and parts; ensure connectivity and cabling.  

 Deploy and maintain physical and virtual servers, Window OSX and Linux; implement server 
based systems; ensure data backup and recovery; maintain and install peripherals including 
printers, televisions and audio-visual systems; assist in the administration of cloud-based 
educational applications; install and maintain systems in labs and in classrooms; remove 
outdated and damaged computers and technical equipment. 

 Assist with website design, maintenance and editing; create and maintain updated inventories of 
equipment, location equipment installed and used, hardware, software and peripherals.   

 Ensure and maintain current knowledge of educational trends, techniques and tools; provide 
recommendations on new technology, furniture, software, hardware and equipment purchases to 
incorporate into District’s educational technology curricula.  

 Operate a computer and assigned software programs; operate other office equipment as 
assigned. 

 Attend a variety of meetings as assigned; conduct training sessions on adopted programs 
including small group trainings for teachers and staff. 

 Drive a vehicle to conduct work.  
 
OTHER DUTIES: 

 Perform related duties as assigned. 

REQUIRED QUALIFICATIONS:  
 
Education and Experience: 

 Any combination equivalent to:  graduation from high school and two years of college with major 
coursework in computer technology, including local area network, data processing, 
telecommunications or related field and operating computer input systems.   
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Licenses and other Requirements 
 Valid California Class C Driver’s License and evidence of eligibility for insurance.  

 
Knowledge of:  

 Principles and practices Educational Technology & Media Services including the acquisition, 
circulation, development, implementation and use of educational technology and media. 

 Curriculum interpretation, application and integration with educational media and technologies. 
 Local, State and federal standards and requirements governing educational media and 

technology and the reporting of student data. 
 Technology resources available to schools in the County, region and State. 
 Computer systems and software applications utilized by the District. 
 Staff development principles, practices, strategies, procedures and techniques. 
 District organization, operations, policies and objectives. 
 Policies and objectives of assigned programs and activities. 
 Operation of a computer and assigned software. 
 Applicable laws, codes, regulations, policies and procedures. 
 Principles and practices of administration, supervision and training.  
 Budget preparation and control. 
 Oral and written communication skills.  
 Interpersonal skills using tact, patience and courtesy. 

 
Ability to: 

 Assist in the planning and organizing the operations and activities of the Educational Technology 
& Media Services department including the acquisition, circulation, development, implementation 
and use of educational technology and media. 

 Assist in the direction of the circulation, distribution of multimedia, audio-visual equipment, videos 
and other educational technological media to ensure proper integration with instructional activities 
and curriculum. 

 Conduct staff development activities concerning the use of educational media and technology. 
 Research, analyze and recommend the purchase of new technologies and media. 
 Communicate effectively both orally and in writing. 
 Interpret, apply and explain laws, codes, rules, regulations, policies and procedures.  
 Establish and maintain cooperative and effective working relationships with others.  
 Operate a computer and assigned office equipment. 
 Analyze situations accurately and adopt an effective course of action.  
 Meet schedules and time lines.  
 Work independently with little direction.  
 Plan and organize work.  
 Prepare comprehensive narrative and statistical reports. 
 Direct the maintenance of a variety of reports, records and files related to assigned activities. 

WORKING CONDITIONS: 

Work Environment:  
 Indoor/Office/Learning Lab or Classroom environment. 
 Driving a vehicle to conduct work.  

 
Physical Demands: The physical demands described here are representative of those that must be met 
by an employee to successfully perform the essential functions of this job. Reasonable accommodations 
may be made to enable individuals with disabilities to perform the essential functions. 

 Dexterity of hands and fingers to operate a computer keyboard. 
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 Seeing to read a variety of materials. 
 Sitting or standing for extended periods of time. 
 Hearing and speaking to exchange information and make presentations.  
 Reaching overhead, above the shoulders and horizontally. 
 Bending at the waist, kneeling or crouching. 

 

The information contained in this job description is for compliance with the Americans with Disabilities Act 
(A.D.A.) and is not an exhaustive list of the duties performed.   

Approved by Personnel Commission: 9/17/1998 

Approved by Governing Board: 8/12/1998 

Salary Range: 37 

Revised: 9/17/1998 


