
 

 
   

 
 

Job Title: Director of Technology Services Wage/Hour Status: Exempt  

Reports To: Assistant Superintendent of Pay Grade: Administrative/Pro. 5 
Curriculum & Instruction  
  

Dept. /School: Technology                                        Date Revised: 01/13/2017  
 

 

Primary Purpose:  
  

Support the education of RISD students by ensuring that technology resources, including network 
connectivity, communication systems, training, work space, documentation, and hardware/software tools 
are available to internal and external customers in order for them to successfully perform their duties or 
functions; serve as the point of contact for technology needs; serve as a leader for technology staff. 
 

Qualifications:  
  

Education/Certification:  
Bachelor’s Degree 

  
Special Knowledge/Skills:  
Knowledge of information systems and operations management 
Knowledge of computer network, hardware, and software applications  
Knowledge of education pedagogy, terminologies and environments 
Work experience dealing with eRate/SLD, preferred 
Ability to manage budget and personnel 

Ability to lead, motivate and manage project teams 
Strong organizational, communication, and interpersonal 

Ability to interpret policy, procedures, and data 
Ability to define problems, collect data, establish facts, and draw valid conclusions.  

Understand, embrace, communicate and follow the district’s mission, vision, moto, values and guiding 
statements. 

Understand the district’s issues/challenges and ensure that the district has the infrastructure to support current 
and future strategies.  

Understand and embrace district standard operating procedures in order to protect the district from undue risks.  
Demonstrate a commitment to technology in public education; the ability to guide, support, train, motivate 
and encourage technology staff and others. 
 
  

Requirements:  

 



 

Technology experience 
5+ year experience as an educator in a public school district 
  

Major Responsibilities and Duties:  
  

1. Plan, organize, lead and/or supervise the activities of the technology department. 
2. Assist the Superintendent of Curriculum & Instruction and his/her designee in meeting the 

technology needs of the district.  
3. Oversee district-wide support for technology which includes, but is not limited to, the evaluation, 

installation, maintenance, repair, and upgrading of technology devices and systems. 
4. Oversee cross-training assignments and practices of department procedures. 
5. Oversee technology needs during the renovation of existing buildings as well as the new 

construction of buildings. 
6. Regularly evaluate the district’s use of technology and recommends alterations and expansions 

as necessary. 
7. Work with internal and external customers, including students, educators, administrators, school 

board members, parents, colleagues, vendors and the community. 
8. Act as an information resource by being responsible for acquiring and disseminating technical 

expertise, as well as policy and procedural knowledge.  
9. Lead project management of district-wide technology deployments and implementations. 
10. Develop documentation of technology processes and procedures. 
11. Communicate regularly with departmental and campus administration regarding the status of 

current project initiatives; obtains guidance and approval as required to advance initiatives. 
12. Develop positive relationships with all levels of internal management, staff and students, as well 

as outside clients, vendors and community members. 
13. Attend school board meetings, PDC, director and all technology-related meetings. 
14. Interaction and collaboration with technology vendors to determine best products for district 

needs. 
15. Stay abreast of emerging technologies 
16. Work with departmental and district personnel on special projects and events. 
17. Possess high technology skills and decision making ability in situations related to these skills and 

serve as a resource person for the district. 
18. Contribute to decisions on technology policies and technical standards and perform a range of 

work in development, communications, technical support, or similar functions necessary for the 
optimal performance of and serviceability to the district. 

19. Demonstrate a commitment of continuous improvement of leadership and technology skills and 
knowledge. 

20. Exhibit the poise and positive attitude of a servant-leader with integrity and resiliency. 
21. Other duties as assigned.  

 
Technology and Information Management: 

22. Verify compatibility of proposed products with existing systems. 
23. Provide quotes for purchases of technology goods and services in compliance with applicable 

purchasing laws and board policy. 
24. Participate in the establishment, organization and implementation of short- and long-term goals, 

objectives, policies and operating procedures; monitors and evaluates program effectiveness 
required for improvement. 

25. Devise, develop, implement, and maintain systems of internal controls, emergency and backup 
procedures, proper licensing, system upgrades, and disaster recovery plans to ensure integrity of 
information, security of databases, and internal network access control. 

 
Policy, Reports, and Law:  

26. Implement the policies established by state and federal law, State Board of Education rules, and 

 



 

local board policy in the area of information management and technology.  
27. Assist with all physical and computerized reports, records, and other documents required.  

 
Budget and Inventory: 

28. Develop and administer the information technology budget based on documented needs, and 
ensure that operations are cost-effective and funds are managed wisely. 

29. Coordinate the purchase of all computer hardware, software, and supplies; initiate purchase 
orders and bids in accordance with budgetary limitations and district policies. 

Personal Management: 
30. Select, train, supervise, evaluate staff, and make recommendations relative to assignment 

retention, discipline, and dismissal. 
31. Participate in the implantation, documentation and evolution of LAN, WAN, software, hardware, 

peripherals and telecommunication systems; this includes repairs and upgrades, network system 
upgrades and the installation and maintenance of network equipment. 

32. Work with technology staff, customers and suppliers to troubleshoot problems, complete setups 
or evaluate new products. Perform load and stress testing. 
 

 Other:  
33. Attend professional growth activities to keep abreast of innovations in information management 

and technology services.  
 
Supervisory Responsibilities:  
  

34. Lead/Supervise the network team who are charged with supporting, monitoring, maintaining and 
updating the infrastructure, as well as all network nodes, appliances and devices, systems, 
telephony and NOC operations. 

35. Lead/Supervise the educational technology team who are charged with training, coaching and 
supporting teachers and administrators with district and campus initiatives and implementations.  

36. Lead/Supervise the help desk technicians who are charged with supporting end-user customers 
over the phone, supporting other technicians and trainers; managing technology procurement; 
working with 3-party systems/vendors; textbook vendors, managing data transfers; and other 
projects. 

 
Working Conditions:  
  
Mental Demands/Physical Demands/Environmental Factors:  
 Frequent district wide travel and occasional statewide travel; occasional prolonged and irregular hours. 
Occasional lifting and carrying, prolonged sitting, bending, work with frequent interruptions, maintain emotional 
control under stress. 
  
NOTE: The foregoing statements describe the general purpose and responsibilities assigned to this job and are 
not an exhaustive list of all responsibilities, duties, or skills that may be required.   

 


