
Evanston/Skokie School District 65 Job Description  

Evanston/Skokie School District 65 is Committed to equitable outcomes for all children, racial equity, restorative 
justice practices, innovative learning, collaborative teaming, and building community. 
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Title:  Instructional Technology Coordinator 
Reports to:  Assistant Superintendent of Curriculum and Instruction    
 
POSITION SUMMARY:  

The Instructional Technology Coordinator reports directly to the Assistant Superintendent of Curriculum 
and Instruction and is critical to ensuring that the district is enabling equitable outcomes for all children. 
Provides program leadership and coordination for the District 65 instructional technology use in 
collaboration with the Technology and Curriculum and Instruction departments with the goal of 
integrating technology to accelerate learning outcomes and preparation for students. 

SPECIFIC DUTIES & RESPONSIBILITIES:  
 
Access to Innovate Program Oversite: 

• Manages the Access to Innovate program including communication, logistics, school-based 
support and problems solving.   

• Gathers regular feedback from a variety of stakeholders to assess Access to Innovate program 
operation and impact. 

• Works with school and department leadership to increase impact and alignment of the program 
to learning priorities.  

• Maintains a continuous improvement cycle that leads to improved alignment and impact of 
technology tools supporting rigorous and standards aligned learning.   
 

Curriculum and Instruction Planning: 

• Assists District and School educators in planning, implementing and evaluating effective use of 
technology for adults and students in a standards-aligned, rigorous and differentiated PK – 8 
instructional program. 

• Supports the implementation of a District vision for the use of instructional technology to engage, 
enhance, and extend learning (Triple E Framework). 

• Leads computer science curriculum development and implementation. 

• Ensures the inclusion of State of Illinois technology learning requirements for digital safety and 
other required topics are incorporated meaningfully into the curriculum. 

• Works with staff on assistive technologies to impact access to learning for diverse learners.  

• Applies ISTE technology standards for staff and students in design of learning and training. 

• Collaborates with librarians and media arts educators in proving media and technology 
experiences, opportunities for integration, and access. 
 

Program Development and Professional Development: 

• Collaborates with district departments and committees for program development, activities, and 
training related to instructional technology throughout the district 
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• Develops an annual instructional technology professional development plan 

• Develops and implement training plans that assist staff in use of instructional management 
systems (student information, curriculum and instruction and assessment) as well as student 
learning systems.  

• Identifies and implements flexible learning models to educators to access learning in just in time 
manner. Connect students and teachers to relevant information related to use of software to 
improve teaching and student learning. 

• Assists in orientation and specific training of new teaching staff regarding effective technology 
integration. 

• Collaborates with Technology and Research Accountability and Data teams to ensure the 
availability and use of technology tools and resources. 

• Ensures appropriate process and protections are in place to ensure student and staff data privacy 

• Identifies, reviews and selects educational technology tools aligned to District learning priorities 
in collaboration with disciplinary departments and schools.  

• Assists in developing and refining the district's technology plan. 

• Gathers data to facilitate evaluation of technology programs. 
 

Communications: 

• Co-facilitates Technology Standing Committee meetings. 

• Collaborates with internal and external partners with the goal of extending technology-based 
learning opportunities within and beyond school. 

• Coordinates communications among technology assistants, innovation facilitators, principals and 
network manager. 

• Publishes a tri-annual instructional technology communication for educators and community. 

• Provides information to parents concerning technology based home-school connections. 

• Provides awareness to school community regarding opportunities and partnerships (internal and 
external) that support the District's educational programs. 

• Coordinates and facilitates activities and training for tech support staff. 

• Performs any other duties as assigned by the Assistant Superintendent of Curriculum and 
Instruction. 

 
COMPETENCIES:  The following competencies are representative of specific skills, abilities, and attributes 
that must be demonstrated to perform this job successfully. 
 

Visionary Leadership: Creates a clear, compelling vision. Communicates vision and gains 

commitment. Acts in accordance with vision. Displays passion and optimism. Mobilizes others 

to fulfill the vision. 

 

Technology Leadership:  Leverages technology for improved efficiency and growth.  Tracks 
emerging technologies.  Determines organizational implications of major technology trends.  
Assesses risks and benefits of adopting new technologies.  Addresses implementation and change 
management issues. 
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Job Knowledge:  Competent in required job skills and knowledge.  Exhibits ability to learn and 
apply new skills.  Keeps abreast of current developments.  Requires minimal supervision.  Displays 
understanding of how job relates to others.  Uses resources effectively. 

 

Relationship Building:  Builds rapport across the organization.  Establishes collaborative 
relationships to achieve objectives.  Seeks win-win solutions to conflict.  Develops network of 
professional contacts.  Displays empathy and tolerates diverse viewpoints. 

 

Project Management:  Develops project plans, coordinates projects.  Communicates changes and 
progress.  Completes projects on time and, on budget.  Manages project team activities. 

 

Problem Solving:  Identifies problems in a timely manner.  Gathers and analyzes information 
skillfully.  Develops alternative solutions.  Resolves problems in early stages.  Works well in group 
problem solving situations. 

 

Communications:  Expresses ideas and thoughts verbally.  Expresses ideas and thoughts in written 
form.  Exhibits good listening and comprehension.  Keeps others adequately informed.  Selects 
and uses appropriate communication methods. 

 

Innovation:  Displays original thinking and creativity.  Meets challenges with resourcefulness.  
Generates suggestions for improving work.  Develops innovative approaches and ideas. 

 
QUALIFICATIONS:  The requirements listed below are representative of the knowledge, skill, and/or 
ability required to perform this job successfully. 
 

Education:  A minimum of a bachelor’s degree in education/Instructional Technology or related 
field. 
 
Experience: Successful experience in a K-8 environment, hands-on experience integrating 
technology in classrooms, education technology environment, curriculum design and 
implementation, developing and delivering technology training to adult learners, and strong 
organizational, communication, and interpersonal skills. 
 
Certificates/Licenses/Registrations:  Professional Educator License. Endorsement or proven 
experience and success in specific specialized area. 
 
Language Skills:  Reads, analyzes, and interprets the most complex documents.  Responds 
effectively to the most sensitive inquiries or complaints. Writes speeches and makes effective 
and persuasive speeches on controversial or complex topics to a variety of audiences. 

 
Mathematical Skills:  Adds, subtracts, multiplies, and divides in all units of measure, using whole 
numbers, common fractions, and decimals.  Computes rate, ratio, and percent and draws and 
interprets bar graphs. 
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Reasoning Ability:  Defines problems, collects data, establishes facts, and draws valid conclusions. 
Interprets an extensive variety of technical instructions in mathematical or diagram form and 
deals with several abstract and concrete variables. 

 
Computer Skills:   Microsoft Office, Google Drive, Knowledge of computer hardware and 
software applications, technologies available for use in instructional setting. 
 

PHYSICAL DEMANDS:   
Physical Activities: Standing, Walking, sitting, handling, keyboarding, talking and hearing.

Lifting Demands: Up to 35 pounds. 
 
Reaching Activities: Both dominant and non-dominant hand, overhead. 
 
Environmental Conditions: Noise Intensity 3 moderate. 

 
OTHER REQUIREMENTS:  

This position requires traveling to various school sites, work locations, and/or community 
organizations throughout the district.  
   

SUPERVISORY EXPECTATIONS: Manage assigned clerical staff and subordinate professional personnel in 
one or more sections of the department.  Take responsibility for the overall direction, coordination, and 
evaluation of assigned teams.  Carry out supervisory responsibilities in accordance with the district’s 
policies and applicable state and federal laws.  Responsibilities include interviewing, hiring, and training 
employees; planning, assigning, and directing work; appraising performance; rewarding and disciplining 
employees; addressing complaints and resolving problems.   
 
DISTRICT EXPECTATIONS: All employees are expected to demonstrate regular and predictable 
attendance; to support the District’s vision, mission, goals, and Strategic Plan; to engage in civility, 
respect, professionalism, and collaborative teaming; and to maintain the professional knowledge and 
skills necessary to perform the essential duties and responsibilities of their positions.  
 
NOTE:  School Board Policy ensures equal opportunity for all in its personnel policies and practices and 
does not discriminate on the basis of race, color, gender, religion, national origin, marital status, sexual 
orientation, gender preference, political beliefs, social/family background, disability or age.  
 
FLSA Status: Exempt  
Salary Schedule: TBD  
Bargaining Unit: NA  

 

Approved Date:     6/05/2020  

 


