
JOB DESCRIPTION 
San Leandro Unified School District 

Assessment, Instructional Materials and Multimedia Assistant 

Purpose Statement 

The job of Assessment, Instructional Materials and Multimedia Assistant is done for the 
purpose/s of providing support to the instructional process with specific responsibilities for 
ordering, processing, issuing and inventorying instructional supplies, materials and equipment; 
preparing orders for delivery; ensuring specifications, quantity and quality of orders are correct; 
verifying stock and identifying losses; and maintaining an organized layout and safe work 
environment. 

This job reports to Director of Assessment and Accountability. 

Essential Functions 

• Assists other personnel ( e.g. Specialist, etc.) for the purpose of supporting them in the completion of
their work activities.

• Cleans storeroom for the purpose of maintaining a safe and orderly work area.

• Conducts inventories for the purpose of verifying stock and identifying losses.

• Distributes materials and equipment for the purpose of ensuring delivery to assigned locations and/or
individuals.

• Maintains manual and electronic files and records ( e.g. loss, expenditures, schedules, calendars,
requisitions, inventories, etc.) for the purpose of documenting activities and providing reliable
resource information.

• Orders equipment and supplies, as requested for the purpose of maintaining inventory and ensuring
availability of required items.

• Participates in meetings, workshops and/or trainings (e.g. technology integration trainings, etc.) for
the purpose of conveying and/or gathering information required to perform job functions.

• Prepares a variety of written materials (e.g. purchase orders, requisitions, reports, etc.) for the
purpose of documenting activities, providing written reference, and/or conveying information.

• Prepares orders by pulling from stock for the purpose of meeting delivery requirements.

• Processes the district's audiovisual equipment, audiovisual materials, computers and other
technologies (e.g. logging into master files; bar coding, producing required reports, asset tags, etc.)
for the purpose of ensuring assets are properly accounted for and available for District users.

• Processes report requests (e.g. order status, completed deliveries, current inventory, etc.) for the
purpose of disseminating information to requesting parties.

• Receives items (e.g. hardware, software, textbooks, media equipment, etc.) for the purpose of
verifying specifications, quantity and quality of orders are correct.

• Researches discrepancies on orders and/or invoices ( e.g. overages, shortages, duplicate deliveries,
etc.) for the purpose of correcting errors and/or returning damaged/incorrect items to vendors.

• Responds to inquiries from staff and vendors for the purpose of providing requested information
and/or referring to appropriate resources.
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Continuing Educ./Training 

FLSA Status 
- ---

Non Exempt 

Job Description: 

Clearances 

Criminal Justice Fingerprint/Background 
Clearance 

TB Screen 

Board Approval Date 

June 29, 2021 

Salary Range 

38 
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