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Plan, develop and coordinate identified projects to ensure effective implementation of the District�¶�V��
technology initiatives within established timelines; assign work and determine priorities for work 
completion. 
 
Coordinate the technical support for users of computer systems district-wide; respond to requests for 
technological assistance from District, department and site personnel; work with departments and 
sites to assure optimum acquisition, installation, maintenance, utilization, repair and security of 
available technology. 
 
Review requests for services; resolve problems or determine appropriateness of new applications for 
automation.  
 
Provide technical expertise, information and assistance to the Assistant Superintendents regarding 
assigned functions; assist in the formulation and development of policies, procedures, and programs; 
advise the Assistant Superintendents of unusual trends or problems and recommend appropriate 
corrective action. 
 
Provide technical expertise, information, and assistance regarding student management system and 
human resources management system. 
 
Oversee the administration of web services, web sites for schools, departments, or special projects, 
maintenance Internet filter and troubleshoot Internet/network problems. 
 
Review computer orders, modify as needed, and prepare configuration specifications; prepare bid 
specifications for computer and evaluate bid responses; approve purchase requisitions for computer 
hardware, software, and supplies and/or services. 
 
Develop and implement internal policies and procedures for the use of technology for the District. 
 
Prepare and/or oversee the preparation of a variety of narrative and statistical reports, records and 
files related to assigned activities and personnel; make presentations to the Governing Board, 
management, staff, and various committees as required. 
 
Communicate with other administrators, personnel, outside organizations and vendors to coordinate 
activities and programs to solve issues and conflicts and exchange information. 
 
Coordinate program evaluation services i.e., development, administration, interpretation, and 
reporting for the school district, design surveys and other data collection instruments, and provide 
support for electronic evaluation services. 
 
Operate computer and multi-media equipment and assigned software programs; operate other office 
equipment as assigned. 
 
Maintain an awareness of technological innovation and promote the effective and efficient utilization of 
a wide variety of equipment as it relates to technological advances. 
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Attend and conduct a variety of meetings as assigned. 
 
OTHER DUTIES: 
 
Perform related duties as assigned. 
 
 
KNOWLEDGE AND ABILITIES: 
 
KNOWLEDGE OF: 
Role of information and educational technology in an educational agency. 
Planning, organization and direction of an information technology department and current and new  

technologies related to information technology. 
Knowledge of current information technology, including ERP, VOIP, voice/data systems, security 

systems and desktop/mobile hardware and software.  
Principals, practices, and techniques for the operation of both microcomputer and large-scale, high-
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Develop and maintain the necessary documentation to support the forensic and investigative 
processes and procedures. 

Ability to maintain confidentiality of information.  
Administer web services. 
Provide leadership in the development of information management systems and educational 
technology  

applications for instructional and administrative units. 
Communicate effectively both orally and in writing. 
Translate and effectively communicate technical language to lay audiences. 
Interpret, apply and explain rules, regulations, policies and procedures; establish and maintain 
cooperative  


