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Collaborates with others to assemble, arrange and display state adopted instructional materials and other 
educational materials and equipment.  

Establishes records systems and manages data collection, input and maintenance; effectively uses data 
reporting systems. 

Provides orientation and training to program candidates, faculty, County Office employees and district 
educators in the location and use of educational resources in the ERC, and operation of ERC systems and 
equipment plans. 

Receives and analyzes education related reference and research requests; provides materials and 
information in a format designed to meet stakeholder program needs and engages in follow-up to 
determine usefulness of materials and information provided. 

Performs a variety of administrative functions in support of the Department, which may include, but are 
not limited to, establishing payment schedules, preparing materials for meetings, presentations, trainings, 
and classes, confirming and scheduling meetings and appointments. 

Effectively uses word processing, database, and spreadsheet software application programs and 
information and data management systems specific to credentialing programs; operates a variety of office 
equipment including a calculator, copier, scanner, printer, fax machine, computer and assigned software. 

OTHER DUTIES: 
Perform related duties as assigned. 

KNOWLEDGE AND ABILITIES: 

KNOWLEDGE OF: 
Media Center organization, terminology, concepts and processes including cataloging, acquisitions, 
reference procedures, media collections management, circulation and delivery systems and 
bibliographic resources. 
Information systems including terminology, concepts, and applications as related to integrated systems 
and remote access. 
Basic research techniques, methods, and procedures. 
Methods of collecting, interpreting, and organizing data and information; data measurement 
instruments; data control procedures and data entry operations. 
Credentialing policies, procedures and regulations. 
Department or program organization, operations, policies and objectives. 
Terminology, practices and procedures of assigned office. 
Internet media, current social media tools, trends and techniques. 
Marketing principles and practices. 
Operation of a computer and assigned software, including a variety of data management software 
programs. 



Educator Resource Center Technical Specialist – continued  Page 3 
 

 

Learn organizational operations, policies and objectives.  
Order, catalog, and process educational and professional resources in traditional and atypical media 
formats. 
Read, analyze, interpret, and communicate narrative and statistical data. 
Communicate effectively orally and in writing using tact and diplomacy. 
Assist credentialing programs staff, faculty, candidates and district educators in the use of the ERC. 
Interpret reference requests and respond appropriately. 
Remain abreast of emerging technologies and trends in the field including physical and virtual adult 
learning 




