
 
 
 
 
Job Title: Assistant Superintendent    
Reports to: Superintendent 
Work Schedule: 8.0 hours per day - 260 days per year (includes 28 vacation days and 12 holidays) 
Salary Range: Salary Schedule #A – Administrator 5 – Assistant Superintendent 
 
Position Goal: 
This position will provide leadership and consulting expertise in information services technology throughout the 
district; provide technological consultation relating to coordination of technology resources to classrooms and 
administrative computer services; work closely with the Learning & Teaching Department regarding technical 
and curricular issues relating to instructional technology integration.  The position will also provide positive, 
collaborative leadership for improvement of instruction and student learning.  
 
Desired Skills:   
 Demonstrated ability to bring people and resources together around best practices  
 Demonstrated ability to work well with people, maintain positive working relationships, and solve problems 
 Effective oral and written communications 
 Customer service focus 
 Flexible and solution oriented 
 High level of integrity and a commitment to do what you said you would do 
 Model listening to and partnering with students, staff, and adults from diverse ethnic and cultural 

backgrounds 
 Ability to bring together disparate systems and integrate into a cohesive dataset 
 Ability to read, analyze, and interpret government regulations, forms, plans, and reports specific to 

department 
 Demonstrates a thorough working knowledge of Windows-based personal computer systems, Microsoft 

Office productivity suite, Google, common instructional software applications, data base systems, Microsoft 
server software, including Active Directory , district management and student information systems, and 
voice systems (telephone, voice mail, and intercom), potential for IOS and Macintosh, and understands 
how they interrelate with data systems 

 Ability to solve practical problems and deal with a variety of concrete and abstract variables in situations 
where only limited standardization exists 

 Ability to interpret a variety of instructions and requests furnished in written, oral, diagram, or schedule form 
 Ability to set work priorities and train, direct, motivate, and evaluate the work of assigned staff 
 Ability to develop and maintain accurate records of assigned activities and operations 
 Ability to lead in a team environment using a shared decision-making model 
 Ability to develop, support, and implement a long-range plan for information technology and classroom 

usage  
 Ability to establish and maintain positive, productive, and collaborative relationships with staff and the public 
 Ability to facilitate the assessment of client needs and develop strategies for meeting those needs 
 Ability to understand the appropriate role of technology to support and enhance instructional practices 
 Ability to provide leadership and vision to access and implement new technologies 
 Ability to foster growth, creativity, and flexibility among others 
 Ability to prepare and present clear, informative, and sophisticated reports and correspondence on complex 

issues 
 Ability to communicate effectively with individuals and groups, both orally and in writing 
 Ability to schedule and organize work assignments to assure timely and effective completion 
 Ability to supervise assigned staff, including selection, training, work assignment, and evaluation 
 Knowledge of best and most current practices in instructional technology, especially in aligning its use to 

support student achievement and powerful classroom instruction 
 Knowledge of current trends and issues in information technology, including directions in voice, data, video, 

network, and printing technologies 



 Knowledge of the functions and capabilities of computer and telecommunications software and hardware 
 Knowledge of the principles and practices of supervision 
 Knowledge of the principles and practices of budgeting 
 
Essential Job Functions:   
This list of essential job functions is not exhaustive and may be supplemented as necessary.  Depending upon 
individual assignment, the employee may perform all or a combination of several of the following duties: 
 Supervise and evaluate operational staff at the department level 
 Value staff, student, parent and community input in creating a positive, respectful and welcoming 

department 
 Professionally interact with students, staff, and public 
 Comply with all district policies and procedures 
 Facilitate and implement the district’s technology plan 
 Write and support grants to enhance the district’s technology effort 
 Manage technology budget 
 Lead staff in developing best and most current practices in instructional technology, especially in aligning its 

use to support student achievement and powerful classroom instruction   
 Provide consulting expertise to administrators and staff to facilitate development and administration of 

information services technology plans and programs to proactively further district goals 
 Coordinate and provide consulting expertise in support of the district’s classroom technology and carry out 

ongoing communications with principals, support services leaders, teachers, vendors, staff, and community 
to strengthen classroom technology effectiveness 

 Conduct research on current trends in technology and information services;, participate in ongoing training 
to enhance professional skills; acquire, maintain, and provide current state of the art status in methods and 
techniques; coordinate with local, state, and national institutions or agencies, and identify and prioritize in-
service training needs for assigned staff 

 Develop district-wide standards for acquisition, maintenance, and training for technology 
 Create  a district-wide technology infrastructure that is tightly aligned with the district's mission of instruction 

and student achievement 
 Ensure the development, implementation, and maintenance of departmental information systems; ensure 

that the necessary reports are prepared including reports for state and federal compliance purpose; 
monitor and assist with monitoring compliance issues; and remain current on rules, regulations, district 
policies and procedures, and other requirements for compliance 

 Lead district staff and students in becoming proficient in state and national standards in the use of 
instructional technology 

 Collaborate with Learning & Teaching Department, develop, and conduct relevant professional 
development in instructional technology 

 Plan and direct the activities of the district’s services in the areas of voice and data networks, 
telecommunications, technology support, and integration of instructional technology for both instructional 
and administrative use 

 Maintains standards for technology procurement and systems refresh that minimizes total cost of ownership 
and maximizes return on investment 

 Collaborates with other district team members to develop recommendations to the board regarding bond 
and/or levy initiatives supporting technology 

 Clearly communicate the district’s technological needs and current use of technology to the Marysville 
community 

 Perform related duties as assigned 
 
Minimum Qualifications: 
 Master’s degree in computer science or related technology field, business, or educational or public 

administration preferred 
 Bachelor’s degree in computer science or related technology field required 
 Five (5) or more years of increasing-responsible management experience, preferably in a large, complex 

organization, which includes substantial experience in management and utilization of computer-based 
technologies for instruction and management 

 
Minimum Qualifications (continued): 
 Washington State driver’s license or evidence of mobility 



 Experience and/or training with cultural, ethnic, and language diversity preferred 
 Successful Washington State Patrol and Federal Bureau of Investigation Fingerprint Clearance 
 Proof of Immunization (if born 1/1/57 or later) 
 I-9 Employment Eligibility in compliance with the Immigrations Reform and Control Act 
• Completion of all district-required trainings within thirty (30) calendar days from hire date 
 
Work Environment:   
The work environment characteristics described are representative of those an employee encounters while 
performing the essential functions of this job.  The employee will have flexible hours and some evening meetings 
are required.  Leadership initiative will structure job hours and environment.  Work environment will include a wide 
variety of school, management, and community settings.  Meetings will be held with many diverse constituency 
groups including staff, students, parents, and community members networking in the region.  Environments 
requiring sensitivity, expertise in investigations, and skills in conflict resolution will likely occur. The employee is 
exposed to infectious diseases carried by children.  The noise level in the work environment is acceptable to this 
particular environment and can vary depending upon daily activity but will remain within acceptable ranges.  
The employee may be confined to a work area; required to have precise control of fingers and hand movements; 
experience constant interruptions and inflexible deadlines; and must be able to stoop, crouch, crawl, bend, 
kneel, stand for periods of time, and.  The employee is required to deal with distraught and/or angry persons and 
is exposed to infectious diseases carried by children. 
 
Evaluation: 
This position shall be evaluated periodically by the Superintendent pursuant to the currently established district 
procedures and evaluation criteria.  The process shall include an evaluation of the employee’s performance of 
the above essential job functions.   
 
Classification History: 
Job description developed April 2014. 
Job description revised December 2015. 
Job description revised November 2017. 
Job description revised March 2018. 
Job description revised July 2018. 


