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Job Title: Instructional Materials Coordinator  Wage/Hour Status: Exempt 

Reports to: Chief Academic Officer Pay Grade: AM Pay Grade 4 

Dept./School: Curriculum   Date Revised: 01/25/23  

 
Primary Purpose: 

Manage and coordinate the instructional materials of the district including software, textbooks, 
subscriptions and provisioning.  To support the implementation of these instructional materials by 
providing technical assistance, inventory, and licensing control. 

Qualifications: Education/Experience 
 College degree preferred (Minimum High School Diploma, plus IT experience). 
 Three years’ experience of support in educational setting preferred 
 Experience with inventory control/management preferred 
 Experience with student management systems required 
 Experience with user provisioning systems (Classlink, Identity Automation, etc.) 

 
Special Knowledge/Skills 

 Proficient in keyboarding and file maintenance skills 
 Ability to develop and integrate spreadsheets, databases, word processing 
 Knowledge of instructional software and user management maintenance 

 

Major Responsibilities and Duties:  
 

  Records, Reports, and Correspondence 
1. Manage the central disposition of all District-wide Instructional materials.  
2. Prepare correspondence, memorandums, forms, requisitions, purchase orders and reports 

for the Teaching and Learning department related to instructional materials using personal 
computer and district data management software.  

3. Facilitate the district textbook adoption process with curriculum coordinators, 
administrators, and teachers.  

4. Compile pertinent data related to instructional materials as needed when preparing various 
state and local reports.  

5. Maintain physical and computerized departmental files related to instructional materials.  
6. Receive and process requests for instructional materials.  
7. Supervise the coordination of the delivery, inventory and distribution of instructional 

materials.  
8. Coordinate and maintain district level textbook inventory data and submit data to the 

appropriate state agencies.  
9. Monitor and process personnel time records including leave requests and reports; compile 

and submit to central office.  
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Data Base  
1. Input all information on purchases of instructional materials in the district data management 

software.  
2. Support the Technology Department with any hardware and software needs. 
3. Maintain a budgetary log of all transactions approved by the curriculum department for 

instructional materials.  
4. Assist with overseeing inventory assets by tagging equipment and maintaining the inventory 

data base.  
5. Maintain district level accounting of textbooks and instructional materials along with 

ordering of textbooks and instructional materials.  
6. Manage provisioning of electronic instructional materials to staff and students using the 

District’s management systems. 
7. Coordinate access and completion of Student Data Privacy Agreements for current and new 

content and materials with other the Teaching and Learning staff and other departments as 
needed. 

 
Purchasing  

1. Prepare, process, and track all Instructional Materials Allotment orders and disbursements 
including inventorying all materials purchased with federal, local, grant, etc. funding.  

2. Detect and resolve problems with incorrect orders, invoices and shipments regarding 
instructional materials.  

3. Perform routine bookkeeping tasks to maintain appropriate department records including 
textbook and instructional materials inventories with campus and Teaching and Learning 
staff.  

Other 
1. Answer incoming calls, take reliable messages, and route to appropriate staff. 
2. Support the technology department, when appropriate. 
3. Maintain a schedule of appointments and make travel arrangements for department staff. 
4. Maintain confidentiality of information. 
5. Work in office, warehouse, and campus settings. 
6. Work in a social environment with engaging customer service and support. 
7. Perform other duties as assigned. 

 
 

Supervisory Responsibilities: 
 None 
Working Conditions: 

 
Mental Demands/Physical Demands/Environmental Factors 

 Maintain emotional control under stress.  
 Frequent standing, stooping, bending, pulling and pushing.  
 Occasional work in a warehouse opening boxes. 
 Move small stacks of textbooks, media equipment, desks, and other classroom equipment. 
 Occasional prolonged or irregular hours may be required. 

 
The foregoing statements describe the general purpose and responsibilities assigned to this job and are not an 
exhaustive list of all responsibilities and duties that may be assigned or skills that may be required.  
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