
 

 

Coordinator III, Professional 

Learning Education 

Position Details 
Job Code: U7402 

Reference Code: A915       

Division/Unit: Leadership and Professional Learning  

Classification: Professional-Technical and/or Licensed Administrator  

Terms of Employment: Step 40 of the Unified Administrative Salary Schedule, 12 

Months  

FLSA STATUS: EXEMPT 

 

Position Summary 
This position serves as an employee working as the Professional Learning Education 

Coordinator. This position will guide the creation of professional learning courses for 

educators regarding best practices, effective instructional strategies, Nevada Academic 

Content Standards (NVACS), instructional technology, and current educational research. 

This position will serve as the business owner of the Clark County School District’s 

Enterprise Learning Management System (ELMS). Responsibilities include setting 

standards/processes for digital professional learning programs, reviewing and evaluating 

of potential professional learning education courses, preparing and delivering 

professional learning for administrators and teachers, supervising and evaluating staff, 

and researching best practices for delivering digital professional learning. This position is 

directly responsible to the Director II, Leadership Development, Leadership and 

Professional Learning Division (LPLD), Academic Unit 

 

Essential Duties and Responsibilities 
The list of Essential Duties and Responsibilities is not exhaustive and may be 

supplemented.  

https://ccsd.net/employees/current/employment/salary
https://ccsd.net/employees/current/employment/salary
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1. Supervise the Professional Learning Education Department and perform tasks to 

provide professional learning classes and process credit for license renewal. 

2. Serve as the CCSD business owner for the SumTotal Enterprise Learning 

Management System (ELMS). This includes facilitating all meetings of the ELMS 

technology implementation team, acting as the liaison between CCSD and 

SumTotal, monitoring all ELMS support tickets to ensure prompt resolution, 

meeting with SumTotal support managers and engineers when necessary, and 

developing reports using the ELMS advanced reporting tool. 

3. Serve as the Canvas Controller for the Professional Learning Education 

Department and the LPLD to include creating courses, enrolling participants, 

reviewing courses for effective course design, and troubleshooting issues for 

class participants and instructors. Provide support to the Canvas Controllers, 

when needed.   

4. Coordinate development and implementation of effective professional learning 

courses in alignment with District goals, state licensing requirements, salary 

advancement, and the Professional Growth System (PGS). 

5. Develop and implement processes for ensuring professional learning courses are 

delivered as marketed and impact participants’ skills and knowledge. 

6. Ensure digital professional learning content offered through the Professional 

Learning Education Department is in alignment with NVACS, Nevada 

Professional Development Standards, and Nevada Educator Performance 

Framework (NEPF). 

7. Meet with the Canvas Learning Management System (LMS) customer success 

manager and the CCSD Canvas team as the professional learning representative 

to discuss system issues, learn about upcoming changes to the system, and to 

ensure effective implementation of the system for educator professional learning. 

8. Serve as the CCSD business owner and system administrator for SabaCloud, 

the District’s synchronous meeting tool. This includes configuring the SabaCloud 

system, event leader account creation, submitting and monitoring all SabaCloud 

support tickets, troubleshooting event leader issues, meeting with the SabaCloud 

customer success manager when necessary, and training event leaders on the 

use of the system. 

9. Collaborate with District stakeholders to ensure effective implementation of 

professional learning education courses and training. 

10. Review professional learning education program effectiveness using data. 

11. Serve as a point of contact for the Nevada Department of Education (NDE) 

regarding educator license renewal information, the annual assurance document, 

and the Nevada Standards for Professional Learning. 
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12. Supervise and evaluate instructional and support professional personnel and 

provide appropriate professional learning activities to support professionals and 

professional learning education class instructors to ensure program 

effectiveness. 

13. Collaborate with administrators and project facilitators within and outside the 

LPLD on District initiatives to develop and facilitate online, face-to-face, and 

blended content for professional learning including facilitating professional 

learning on the use of current technologies (i.e., Canvas, Google Apps, ELMS), 

when needed. 

14. Facilitate the selection of professional learning education instructors. 

15. Develop, monitor, and revise procedures, budgets, and programs within the 

department and review with the director. 

16. Aid LPLD administrators, project facilitators, and staff on the use of the Canvas 

LMS, SumTotal ELMS, and ClassroomCast. 

17. Prepare and deliver professional learning on the Nevada Professional 

Development Standards for all CCSD administrators and central office staff. 

18. Monitor assigned budget. 

19. Articulate specific technology infrastructure, training, and technical support needs 

for successful deployment of digital professional learning content to the director. 

20. Perform other duties related to the position, as assigned. 

21. Develop, review, and evaluate professional learning for effective course design 

and consistency with current research and best practices as outlined by Quality 

Matters and the International Society for Technology in Education (ISTE) as well 

as alignment with Nevada Academic Content Standards (NVACS), the Nevada 

Professional Development Standards, and the Nevada Educator Performance 

Framework (NEPF). 

22. Develop and present professional development, conference, and webinar 

activities for administrators, teachers, and staff including preparing training 

materials. 

 

Position Expectations 
1. Knowledge of and ability to design online and blended content. 

2. Knowledge of Adult Learning Theory. 

3. Knowledge of and ability to deliver instruction using current technology tools (i.e., 

Google Apps, Canvas, etc.). 

4. Exhibit initiative in implementing new 21st century training programs using Web 

2.0 and social media tools. 

5. Effective communication, collaborative, and interpersonal skills. 
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6. Effective skills in planning, organizing, and coordinating activities. 

7. Demonstrated ability to work effectively with school and administrative personnel, 

parents/guardians, peers, and others. 

8. Demonstrated ability to lead professional learning. 

9. Ability to work cooperatively with other departments within the District and with 

other agencies, both state and national. 

10. Knowledge of best practices and current research in curriculum, instructional 

planning, and curricular design. 

11. Knowledge of national online and blended education best practices and trends, 

as outlined by leading organizations in the field (i.e., Quality Matters and ISTE.) 

12. Familiarity with current State and District adopted standards to ensure alignment 

of Professional Learning Education courses. 

13. Familiarity with Clark County School District policies and regulations regarding 

PGS and salary advancement. 

14. Knowledge of NDE regulations and policies regarding administrator and teacher 

license renewal. 

15. Knowledge of technology equipment setup and maintenance. 

16. Familiarity with data analysis methodologies and tools. 

17. Familiarity with project management. 

18. Ability to work under pressure and to meet deadlines. 

19. Ability to exercise diplomacy, sound judgment, leadership, problem solving, and 

accountability. 

20. Ability to develop handbooks, catalogs, brochures, policies, regulations, 

procedures, and reports. 

21. Ability to communicate professionally and effectively both orally and in writing; 

ability to explain complex technical information in an easy-to-understand manner. 

22. Maintain and document records using Microsoft Access. 

 

Position Requirements 

Education and Training 

An earned master’s degree from an accredited college or university. An earned 

bachelor’s degree from an accredited college or university plus a minimum of three (3) 

years teaching experience in a private, public, or corporate training, or classroom setting 

including two (2) years developing and/or providing instructions of distance learning 

courses beyond the minimum requirement below may be substituted for the master’s 

degree requirement or currently serving as a professional-technical employee with the 

Clark County School District. 
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Licenses and Certifications 

Must possess or be able to acquire by time of appointment to the position, a Nevada 

school administrative endorsement, as appropriate. 

Experience 

1. Have previously demonstrated at least five (5) years of successful licensed 

classroom teaching experience in an accredited K-12 public or private school and 

be able to acquire, by time of appointment to the position, a Nevada 

administrative endorsement (or) have previously demonstrated at least three (3) 

years of successful licensed classroom teaching experience in an accredited K-

12 public or private school and currently hold a valid Nevada administrative 

endorsement.  

2. A minimum of two (2) years’ experience developing and/or providing professional 

learning. 

3. Successful experience working with multiple media in delivering instruction. 

4. Experience with District online learning applications (i.e., Canvas LMS, G-Suite 

for Education, SabaCloud, and ELMS, etc.). 

5. Experience with the use of Excel and Access. 

6. Experience creating and using multiple media in delivering instruction. 

7. Successful performance in position held at the time of application. 

-OR- 

8. Satisfactory service in corresponding or related positions or at least five (5) years 

successful supervisory experience related to the administrative position. 

9. A minimum of two (2) years’ experience developing and/or providing professional 

learning. 

10. Successful experience working with multiple media in delivering instruction. 

11. Experience with District online learning applications (i.e., Canvas LMS, G-Suite 

for Education, SabaCloud, and ELMS, etc.). 

12. Experience with the use of Excel and Access. 

13. Experience creating and using multiple media in delivering instruction. 

14. Successful performance in position held at the time of application. 

Preferred Qualifications 

1. Current or previous experience as an administrator in a K-12 or related setting. 

2. Demonstrated experience in program management. 

3. Demonstrated experience in team leadership. 

 

When applying for an administrative position, candidates must meet the minimum 

qualifications as listed on the appropriate position vacancy announcement. 
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AA/EOE Statement 

The Clark County School District is proud to be an equal opportunity employer.  The 

Clark County School District is committed to providing all applicants and employees 

equal employment opportunities without regard to race, color, religion, sex, gender 

identity or expression, sexual orientation, national origin, genetics, disability, age, or 

military status or other characteristics protected by applicable law.  Here at Clark County 

School District we are a diverse group of people who honor the differences that drive 

innovative solutions to meet the needs of our students and employees. We believe that 

through a culture of inclusivity we have the power to reflect the community we serve. 

 

Job Revision Information 

 Revised: 05/03/22 

 Created: 12/18/08 

 

 


