JOB DESCRIPTION

Job Title:

DIRECTOR OF
TECHNOLOGY

FLSA status:

Exempt

Classification:

Classified

Position Summary:

Reports to:
Supervisor duties:
Approved on:

Superintendent
Staff
10/13/2020

This position designs, configures, installs,, maintains, and repairs network systems,
subsystems and servers; overseeing the computer/server room operation and environment;
providing information, direction and/or recommendations regarding network installations and
configurations including television, intercom, telephone and wireless systems; resolving
network operational issues; and providing technical support to District and site staff.

ESSENTIAL DUTIES & RESPONSIBILITIES:




















Works cooperatively and maintains effective relationships with students, parents, district personnel and the
general public, as is applicable to the position.
Responds with tact and courtesy in public or telephone contact situations and provides information requiring a
knowledge of district policies and procedures.
Separates those items that are of a confidential nature from those that are not.
Works independently with little supervision.
Selects, trains, motivates and evaluates assigned staff; works with employees to correct deficiencies; Implements
improvement plans and discipline procedures; and may recommend disciplinary actions.
Administers systems and servers related to district LAN and WAN (e.g. email systems, accounts, print queue,
workstation ID, IP assignments, computer labs, classroom computers, VOIP, security, antivirus, spyware, etc.) for
the purpose of ensuring availability of services to authorized users.
Assesses incidents, complaints and/or accidents for the purpose of resolving or recommending a resolution to the
situation.
Designs computer networks (e.g. internet, web mail, FTP servers, etc.) for the purpose of ensuring effective and
efficient operating systems.
Directs department personnel for the purpose of prioritizing project deadlines and ensuring optimal utilization of
personnel.
Installs network (client and server) software on a variety of platforms (e.g. service packs, application software,
operating software, hardware upgrades, etc.) for the purpose of upgrading and maintaining District WAN/LAN and
telecommunication systems.
Maintains network operations and software applications (e.g. servers (file, print, application, WEB, database,
proxy, etc.), operating systems, districtwide server backup, routine maintenance programs, etc.) for the purpose
of ensuring efficient operations.
Manages assigned projects and program components including television, intercom and wireless services (e.g.
migration to new systems, scheduling installations, product research, etc.) for the purpose of delivering services in
compliance with established guidelines and/or objectives.
Participates in a variety of planning and development activities, including districtwide committees, for the purpose
of creating short and long range plans.
Performs personnel administrative functions (e.g. hiring, training, supervising, evaluating, providing professional
development opportunities, etc.) for the purpose of maintaining adequate staffing, enhancing productivity of
personnel and ensuring department outcomes are achieved.
Prepares written materials (e.g. procedures, system level documentation, reports, memos, letters, budgets, etc.)
for the purpose of documenting activities, providing written reference, and/or conveying information.
Recommends equipment, supplies and materials (e.g. purchase equipment, lease equipment, etc.) for the
purpose of acquiring required items and completing jobs efficiently.
Recommends policies, procedures and/or actions for the purpose of providing direction for meeting the district’s
goals and objectives.
Researches trends, products, equipment, tests, etc. for the purpose of recommending procedures and/or
purchases.
Responds to inquiries from a variety of sources (e.g. staff, administrators, school site personnel, outside vendors
and service providers, etc.) for the purpose of providing technical assistance and support.
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Trains other District staff (primarily within the technology area) for the purpose of ensuring their ability to use new
and/or existing operating systems and application software.
Transports various items for the purpose of ensuring the availability of materials required at the job site.
Troubleshoots malfunctions of network hardware and/or software applications within the District’s local and wide
area networks, television, wireless, intercom, telephones and security systems (e.g. servers, hubs, routers,
network protocols).
Other duties as assigned

KNOWLEDGE, SKILLS & ABILITIES:











Strong organizational and interpersonal skills dealing with a diverse range of people.
Ability to communicate effectively verbally and in writing.
Ability to apply common sense understanding to solve practical problems and deal with a variety of situations.
Ability to work cooperatively and courteously with staff, students, parents and community members.
Knowledge of how to write technical materials and/or speak persuasively to implement desired action
Knowledge of current and legacy and emerging operating systems; environments and network protocols; router
configurations; internet/intranet applications; data security and project management.
Ability to convey technical information to non-technical audiences
Ability to work non-standard hours
Thorough knowledge of information technology

QUALIFICATIONS & REQUIREMENTS:
Education & Experience:
 Bachelor’s Degree in a information technology related field
 Minimum of ten years increasingly responsible professional experience in IT with supervisor duties
 Demonstrated experience in school district technology needs
Computer Proficiency: MS Office Suite, Google Suite

PHYSICAL DEMANDS
The physical demands described here are representative of those that must be met by an employee to successfully perform the essential
functions of the job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is required to reach with hands and arms. This position requires
the use of strength to lift items needed to perform the functions of the job; sit, stand and walk for required periods of
time; speak and hear; use close vision, color vision, peripheral vision and depth perception along with the ability to
focus vision; communicate effectively in English, using proper grammar and vocabulary. American Sign Language or
Braille may also be considered as acceptable forms of communication; the employee would be required to carry up to
20 pounds safely and could occasionally lift or move up to 50 pounds.

WORK ENVIRONMENT:
The position is exposed to a variety of childhood and adult diseases and illnesses; occasional exposure to a variety of
weather conditions; exposure to heated/air conditioned and ventilated facilities; exposure to a building in which a variety
of chemical substances are used for cleaning, instruction, and/or operation of equipment; function in a workplace that
is usually moderately quiet but that can be noisy at times.

Disclaimer: The duties and responsibilities identified in this position description are illustrative only and are in no way intended to be a
complete list of activities that may be required of an incumbent. The information contained in this job description is for compliance with the
American Disabilities Act (ADA) and is not an exhaustive list of duties performed for this position. Additional duties may be performed by the
individual currently holding this position and additional duties may be assigned.

