
 

 

HESPERIA UNIFIED SCHOOL DISTRICT 

POSITION DESCRIPTION  

 

ASSISTANT DIRECTOR OF INFORMATION TECHNOLOGY  

 
Job Purpose Statement:  The job of the Assistant Director-Information Technology is done for the purpose of assisting with the 

planning, implementing, directing and maintaining the District’s application and use of technology within the curriculum and 

business applications; evaluating and providing recommendations regarding complementing classroom instruction and business 

information systems with software applications and computer technology.  This position also performs a variety of skilled 

technical duties involving the design, installation and configuration of the District’s Wide Area Network (WAN), Local Area 

Networks (LAN) and multi-user systems and servers managed by the Information Technology Department, resolves network 

related problems; provides technical supervision over network and server related staff, and performs other related duties as 

assigned. 

 

Essential Job Functions: 

 Assesses malfunctions of hardware and/or software applications for the purpose of determining appropriate actions to 

maintain computer and network operations. 

 Assists the Director of Information Technology for the purpose of evaluating new hardware and software products for 

appropriateness to District needs. 

 Collaborates with others (e.g. District personnel, community organizations, etc.) for the purpose of implementing and 

maintaining services and/or programs.   

 Composes a variety of materials (e.g. reports, memos, letters, procedures, manuals, etc.) for the purpose documenting 

activities, providing written reference and/or conveying information. 

 Coordinates a variety of projects and/or activities for the purpose of ensuring compliance with established guidelines. 

 Coordinates students, teachers and technical support personnel for the purpose of maintaining computer lab operations. 

 Coordinates with District personnel for the purpose of implementing and maintaining services and/or programs.  

 Develops long and short range plans/programs for the purpose of ensuring District resources are effectively utilized. 

 Engineers computer networks for the purpose of providing reliable communication applications. 

 Installs for the purpose of configuring and maintaining the District’s multi-user and server systems, including Novell 

servers, cache and storage servers, GroupWise mail servers, and Microsoft NT server for SASI XP integration. 

 Installs for the purpose of configuring and maintaining the District’s WAN and LAN core equipment including routers, 

core and edge switches and other related equipment. 

 Installs for the purpose of configuring and maintaining the District’s wireless WAN network, including antennas, radio 

bridges, amplifiers and cables. 

 Manages the development of the District-wide area and local area networks for the purpose of ensuring the efficient 

growth and development of productivity computing for teachers, classified/support staff, District administrators and 

Board members. 

 Maintains computer hardware and software applications through the use of service contractors for the purpose of 

ensuring availability of instructional materials and District operations. 

 Maintains records for the purpose of documenting systems configurations, operations and maintenance activities. 

 Monitors the allocation of technology bond funds for the purpose of ensuring appropriate resources and technology are 

available and are effectively utilized in support of District information systems requirements and/or recommending 

future bond proposals relating to technological advances. 

 Participates in meetings, workshops and seminars for the purpose of conveying and/or gathering information required 

to perform functions. 

 Performs personnel functions (e.g. interviewing, evaluating, supervising, etc.) for the purpose of maintaining adequate 

staffing, enhancing productivity of personnel and achieving objectives within budget. 

 Performs routine system administration for the purpose of updating user accounts, database administration and 

scheduling back-ups. 

 Protects the security and confidentiality of information stored on District servers and systems. 

 Recommends policies, procedures and/or actions for the purpose of providing direction for meeting the District’s goals 

and objectives.  

 Researches computer hardware and software applications, vendors, consultants and current technology for the purpose 

of being knowledgeable on trends, ensuring availability of instructional materials, and recommending applications and 

purchases.   

 Responds to inquiries for the purpose of providing information and/or direction. 

 Serves as liaison to software/hardware providers for the purpose of conveying and/or receiving information and 

coordinating District activities.  

 

 



Assistant Director Information Technology– Continued  

Other job Functions: 

 

Attends meetings as assigned for the purpose of conveying or gathering information to perform functions. 

Assists other personnel for the purpose of supporting them in the completion of their work activities. 

Designs technical manuals for the purpose of training personnel in the use of computer and network resources. 

 

Knowledge, Skills, and Abilities: 

Knowledge is required to perform advanced algebra, calculus and/or statistics; review and interpret highly technical information, 

write technical materials, and/or speak persuasively to implement desired actions; and analyze situations to define issues and 

draw conclusions.  Specific knowledge required to satisfactorily perform the functions of the job includes:  Novell and NT 

network operating systems, Cisco and other network equipment, Layer 2, 3 and 4 switching protocols, IPX and IP protocols; 

Internet addressing logarithms; network and server security methodology, wireless WAN principles and technologies; Microsoft 

NT Server installation and management.  

 

Skills are required to perform multiple, highly complex, technical tasks with a need to routinely upgrade skills in order to meet 

changing job conditions, apply pertinent codes, policies, regulations and/or laws; communicate with persons of varied cultural 

and educational backgrounds; operate equipment used in the profession; operate standard office equipment; perform standard 

bookkeeping/accounting procedures; plan and manage projects; prepare and maintain accurate records; and utilize pertinent 

software applications.  Keyboard/computer literate.  Specific skills include five years of Novell Netware server management on 

multiple site and container networks, including experience with version upgrades, server migration and complex NDS design, 

experience implementing and maintaining a large Novell GroupWise mail and calendar system; give years experience in 

administration of multi-user systems including principles, practices, design, configuration, installation and implementation of 

servers, routers, layer two and three switches, cabling and related components, minimum two years experience in implementing 

and maintaining wireless WANs, including installation and configuration of radios, antennas, bridges and amplifiers. 

 

Ability is required to schedule a number of activities, meetings, and/or events; routinely gather, collate, and/or classify data; and 

consider a variety of factors when using equipment.  Flexibility is required to independently work with others in a wide variety of 

circumstances; analyze data utilizing a variety of processes and utilize equipment under a variety of conditions for multiple 

purposes.  Ability is also required to work with a significant diversity of individuals and/or groups; work with data of widely 

varied types and/or purposes; and utilize a wide variety of types of job-related equipment.  In working with others, independent 

problem solving is required to analyze issues and create action plans.  Problem solving with data requires analysis based on 

organizational objectives; and problem solving with equipment is significant.   

 

Responsibilities include working independently under broad organizational policies to achieve organizational objectives; 

managing a department; and supervising the use of funds.  Utilization of significant resources from other work units is routinely 

required to perform the job’s functions.  There is a continual opportunity to significantly impact the organization’s services. 

 

Working Environment: The job functions are generally performed under minimal temperature variations, a generally hazard 

free environment, and in a clean atmosphere. 

 

Educational Requirements:  High school diploma or equivalent, Associate degree in job related area desired, job related 

experience within specialized field with increasing levels of responsibility is required. 

 

Experience Requirements:  Three to five years job experience specific to Novell Network server management on multiple site 

and container networks, including experience with version upgrades, server migration and complex NDS design, experience 

implementing and maintaining a large Novell GroupWise mail and calendar system, five years experience in administration of 

multi-user systems including principles, practices, design, configuration, installation and implementation of servers, routers, layer 

two and three switches, cabling and related components and minimum two years experience in implementing and maintaining 

wireless WANs, including installation and configuration of radios, antennas, bridges and amplifiers.   

 

Licensing, Certification, Testing Requirements: Fingerprint/criminal justice clearance. Tuberculosis clearance.  Possession of a 

valid California motor vehicle operator’s license and capable of being insured to operate District vehicles in accordance with 

District insurance determinations.  Novell CNE (Certified Network Engineer) for Netware 6, Cisco CCNA (Cisco Certified 

Network Administrator). 

 


