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presentations, and other correspondence, as appropriate.  E 
 

Create, maintain, and submit payroll docking of required hours not being completed in accordance with District 
Common-Planning Guidelines; perform a variety of professional development functions to include, professional 
growth units earned for salary advancement. E 
 
Assist with the prior approval documentation process; prepare, review, compose and facilitate the distribution of 
prior approval correspondence and related materials; refer difficult prior approvals to the Director as necessary; 
oversee the preparation and processing of denial letters; maintain computerized prior approval log. E 
 
Assess requested authorizations for Common Planning Time requirements to assure compliance of attended 
workshops; evaluate professional learning activities to determine eligibility for 



Professional Development Specialist



Professional Development Specialist -- Continued Page 4 
• Learn and apply rules and regulations related to credentialing in the State of California.
• Work with school improvement initiatives that close the student achievement gaps between racial, ethnic,

and economic groups by working with all of the diverse communities.
• Operate electronic document imaging and applicant tracking systems.
• Analyze data; prepare and maintain statistical data and other records.
• Operate a computer, scanner, related software, and standard office equipment.
• Meet schedules and timelines, and complete work with many interruptions.

• Lift light objects according to safety regulations.
• Establish and maintain cooperative and effective working relationships.
• Communicate effectively, both orally and in writing.
• Meet state and District standards of 
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