
JOB DESCRIPTION 
San Leandro Unified School District 

Assessment, Instructional Materials and Multimedia Specialist 

Purpose Statement 

The job of Assessment, Instructional Materials and Multimedia Specialist II is done for the 
purpose/s of supporting the instructional process with specific responsibilities for the 
coordination and distribution of State and District testing materials; assisting in the development 
of instructional materials, training courses and web-based learning courses; supporting staff in 
successfully integrating technology within in the schools; implementing and maintaining services 
within established guidelines and standards; and providing information to others. 

This job reports to Director of Assessment and Accoutability. 

Essential Functions 

• Assists in the design and development of training courses and online instructional materials for the
purpose of facilitating learning.

• Assists teachers and administrators with a variety of educational support ( e.g. identifying resource
materials, computer application strategies, integration of technology in the classroom, etc.) for the
purpose of ensuring student success and achieving district objectives.

• Collaborates with District personnel (e.g. Educational Services, etc.) for the purpose of creating and
maintaining web-based courses and other learning resources.

• Conducts meetings, workshops, trainings, and seminars ( e.g. assessment trainings, proper use and
management of digital programs, digital citizenship, etc.) for the purpose of conveying and/or
gathering information required to perform functions.

• Coordinates activities related to assigned State and District assessment and testing programs ( e.g.
testing schedules, delivery and retrieval of materials, technical assistance, etc.) for the purpose of
completing activities and/or directing services in a timely manner.

• Designs and creates computer based, multi-media layout, graphics, animation and content for the
purpose of of using designs in presentations, multi-media programs websites and other non-print
delivery media.

• Maintains a variety of manual and electronic files and/or records (e.g. materials inventory, invoices,
affidavits of agreement, etc.) for the purpose of providing up-to-date reference and complying with
regulatory requirements and established guidelines.

• Manages educational databases related to personalized learning software ( e.g. Accelerated Reader,
Imagine Leaming, etc.) for the purpose of achieving organizational objectives.

• Manages District website's content and design (e.g. format, content, maintenance, etc.) for the
purpose of maintaining current and accurate information.

• Orders materials and resources (e.g. textbooks, instructional materials, consumables, etc.) for the
purpose of ensuring the availability of items.

• Prepares a variety of written materials ( e.g. materials for professional development trainings,
invoices, reports, etc.) for the purpose of documenting activities, providing written reference, and/or
conveying information.
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Experience Job related experience with increasing levels of responsibility is required. 

Education Bachelors degree in job-related area. 

Equivalency 

Required Testing Must pass district's qualifying exam 

Pre-Employment Training Required 

Continuing Educ./Training 

Certificates 

Driver's License & Evidence of Insurability 

Clearances 

Criminal Justice Fingerprint/Background 
Clearance 

TB Screen 

FLSA Status 
--- -

Non Exempt 

Board Approval Date 

June 29, 2021 
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