
PINON UNIFIED SCHOOL DISTRICT NO. 4 
JOB DESCRIPTION 

Chief Technology Officer       Board Approved  5/4/17 

 
 
POSITION/TITLE:   Chief Technology Officer 
 
TERMS OF EMPLOYMENT:  12 Months 
SALARY:    As Per District Salary Schedule 
STATUS:    Exempt 
BENEFITS:    Standard Package 
 
QUALIFICATIONS: 

1. Minimum B.S. or B.A. Degree or four years or more experience in MIS (Management Information Systems) 
activities that would support the tasks listed in the job description. 

2. Experienced with basic business, accounting, educational systems. 
3. Knowledgeable of Microsoft and Macintosh operating systems and experienced with networks. 
4. Must have good oral and written communication skills. 
5. Must have the ability to handle multiple activities and work independently. 
6. Must possess strong problem-solving skills and ability to improvise. 
7. Must possess sound human relations and customer service skills. 
8. Must be able to perform minor hardware repair. 
9. Must be able to keep flexible schedule and work outside normal business hours. 

 
JOB GOAL: To assist District staff in the use of computer systems and technology to increase effectiveness and 

productivity, reduce costs and enhance accountability of programs throughout the District. To maintain 
administrative and District computers and communication networks to yield maximum use by District 
employees in such a manner as to minimize fraud and illegal or prohibited use. To provide leadership and 
direction in the expanding field of technology and to help keep District hardware and software current. 

 
DUTIES AND RESPONSIBILITIES: 

1. Is responsible for maintaining hardware and software systems for the District. 
2. Provides telephone support to users and assist users in obtaining maximum benefit from the system. 
3. Provides an interface between users and software/hardware vendors.  Works with vendors to expedite solutions 

to software problems upon request. 
4. Assists with planning, organizing, and implementing of the financial and Student Management Systems 

including systems analysis and computer operations. 
5. Investigates, analyzes and advises the Business Manager regarding purchase or lease of suitable equipment 

and software relating to system and PC/MAC operations. 
6. Keeps systems available to District users by performing routine maintenance and upgrades outside normal 

business hours. 
7. Analyzes current systems software, proposed modifications and new software for impact on installation problems, 

standards and procedures. 
8. Analyzes information flow and recommends changes to improve the user interface to reduce costs, improve 

efficiency, and to enable staff to perform functional tasks through the use of the computer. 
9. Provides services in support of the system programs to include: 

a. Answering questions about the system and direction to resources. 
b. Informing other departments and schools of the system capabilities. 

10. Conducts in-service programs to keep personnel informed about the applications and developments of the 
System and PC applications. 

11. Works with outside vendors in finding solutions to problems as they occur and in designing or adapting new 
applications to best meet the District’s needs and efficiency. 

12. Maintains a District presence on the Internet by designing and maintain websites. 
13. Consults with District personnel to assist in the design, evaluation, purchase, integration and application of 

technology with their jobs. 
14. Maintains professional knowledge by continuing education to broaden knowledge of equipment, programs and 

their applications and implementation. 
 
REPORTS TO: Superintendent 

 
EVALUATION: Performance will be evaluated in accordance with the Governing Board’s Policy on 

Evaluation of Professional Personnel. 
 


