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JOB TITLE:    Deputy Director of Information Technology     
DEPARTMENT:  Information Technology 
REPORTS TO:   Director of Information Technology 
FLSA STATUS:  Exempt 
PREPARED BY:  Human Resources 
 
SUMMARY:   
The Deputy Director of Information Technology builds strong, collaborative relationships with constitutes, including 
District, component school district and public agency staffs.  The Deputy Director serves to support the Director of 
Information Technology and facilitates the effective and efficient delivery of quality services and solutions.  The Deputy 
Director assists with supervision and evaluation of professional and technical staff within the department.  The Deputy 
Director also directs and manages a variety of projects, including staff scheduling and securing appropriate resources.  
He/She also serves as a point of contact for customer service escalation issues and takes immediate steps to action in 
response to emergency and outage management situations 
  
KNOWLEDGE: 
 

QUALIFICATIONS: 

 To perform this job successfully, an individual must be able to perform each responsibility and essential 
function satisfactorily.  The requirements listed below are representative of the knowledge, skill, and/or 
ability required. Individual will hold a valid driver’s license and have reliable, insured transportation. 

 
EDUCATION / WORK EXPERIENCE: 

 Bachelor’s Degree in computer science, education, business administration or related field 

 Minimum of 3 (three) years of successful experience working with networked and electronic data systems 
and implementing technology support  

 Knowledgeable and broad expertise in educational and informational technology 

 Consideration will be given to an alternative combination of experience and training that provides the 
required knowledge, skills, and abilities and that encompasses the responsibilities and essential functions 

 Supervision experience, preferred 
SKILLS:  

 Excellent computer and technology skills necessary to help lead the IT Department, including Microsoft Office, 
Windows, Basic Networking, WAN/LAN, Internet, Telephony, Web, Customer Service. 

 Successful administrative or supervisory experience in areas such as personnel, interagency cooperation, budget 
preparation, etc.  

 Ability to communicate effectively with personnel both inside and outside the areas of technology 

 Willingness to learn and adapt to new systems and procedures 

 Ability to work independently, without detailed supervision 

 Ability to work cooperatively as a team member with strong inter-personal, written and verbal communication skills 

 Ability to identify and resolve problems in a timely manner, gather and analyze information skillfully 

 Ability to respectfully manage difficult situations, respond promptly to needs and solicit feedback to improve 
services 

 Ability to prioritize and plan work activities and use time effectively 

 Demonstrate accuracy and thoroughness, monitor own work to ensure quality and applies feedback to improve 
performance 

 Ability to meet productivity standards and complete work in a timely manner 

 Ability to adapt to change in the work environment, manage competing demands and able to deal with frequent 
changes, delays or unexpected events 

 Exhibit cultural competency and sensitivity with the ability to communicate effectively with all cultural groups 
 

 
RESPONSIBILITIES and ESSENTIAL FUNCTIONS: 
 

1. Directs planning for the design, cost analysis, implementation, and support of a variety of technology projects   
2. Maintains a functional understanding of the entire technical operation and processes 
3. Acts as a liaison between IT analysts and/or helpdesk staff assigned to specific customers 
4. Maintains positive professional relationships and successful problem resolution with customers, staff and vendor. 
5. Understands the customer environment, both current, and future needs 
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6. Develops best practices and procedures in the areas of customer service, project management, and other related 
technology areas 

7. Provides documentation, project tracking and management reporting 
8. Creates, maintain, prioritizes, schedules and communicates a list of tasks to be completed to Director of IT at a 

minimum of monthly basis 
9. Takes immediate action in response to emergency and outage management situations 
10. Communicates effectively in person and on the phone with management, staff, customers, vendors 
11. Maintains positive professional relationships and provide successful problem resolution with customers, staff and 

vendors 
12. Encourages IT team members to excel to maximize growth opportunities and provide staffing flexibility 
13. Organizes the delivery of individual and group training sessions 
14. Serves as the “architect” for customer technology solution purchases 
15. Handles sensitive and privileged information with the highest degree of confidentiality and integrity 
16. Serves as a member of the Intermountain Technology operations team 
17. Establishes and maintains effective working relationships with customers, staff and vendors 
18. Performs other duties as assigned by the Technology Director or Assistant Superintendent 
19. Specific responsibilities and essential functions related to assignment (_____have) or (_____have not) been 

attached. 
 

EFFORT: 
 

Mental:   

 Make decisions, assess risk, perform complex work and proceed with insufficient information. 

 Ongoing shifts in priority and demands require the need for review and integration of diversified functions 
and interests. 

 
Work Place: 

 Complies with IMESD Performance Standards 

 Works effectively with and responds to people from diverse culture or backgrounds 

 Demonstrates professionalism and appropriate judgment in behavior, speech, and dress in a neat, clean, 
and appropriate professional manner for the assignment and work setting 

 Confers regularly with immediate supervisor 

 Uses and maintain IMESD building property, equipment and materials appropriately 

 Follows all IMESD policies, work procedures and reasonable requests by proper authority 

 Maintains the integrity of confidential information relating to data, students, parents, staff or IMESD 
patrons 

 Fulfills duties associated with Mandatory Reporting for suspected child abuse or neglect.  

 Follows  instructions and responds to management directions and solicits feedback to improve 
performance 

 Develops job skills necessary to meet changes in the position 

 Have regular and punctual attendance at work and work activities, punctual in meeting deadlines, 
attending meetings, following schedules, respond to management directions and solicits feedback to 
improve performance 

 This position will require travel to schools/cities within the IMESD service areas and may require travel on 
overnight assignments, including conferences and meetings. 

 
 Physical:   

 The physical demands described below are representative of those that must be met by an employee to 
successfully perform the responsibilities and essential functions of this job.  

 
PHYSICAL REQUIREMENTS FOR RESPONSIBILITIES AND ESSENTIAL FUNCTIONS 
In 8-hour workday, this job requires: 

 
 R - Rarely (Less than .5 hrs per day)   O - Occasionally (.5 – 2.5 hrs per day) 
 F - Frequently (2.5 – 5.5 hrs per day)   C - Continually (5.5 – 8 hrs per day) 
 NA – Not Applicable 
 

Physical Requirements NA R O F C 

Sitting    X  
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Stationary Standing   X   

Walking (level surface)   X   

Walking (uneven surface)   X   

Crawling  X    

Crouching (bend at knees)   X   

Stooping (bend at waist)    X   

Twisting (knees/waist/neck)   X   

Turn/Pivot    X   

Climbing (stairs)   X   

Climbing (ladder)  X    

Reaching overhead   X   

Reaching extension   X   

Repetitive use arms    X  

Repetitive use of wrists    X  

Repetitive use hands squeezing   X   

Fine manipulation    X   

Using foot control  X    

*Pushing/Pulling 
      Maximum weight:  40 lbs. 

 X    

*Lifting/Carrying 
      Maximum weight: 40 lbs. 

   X   

 
 

*Identify items typically moved: 
__________________________________________________________________________________________ 
 

 
 
WORKING CONDITIONS:  
   

 This position involves working in the technology department at IMESD or at Districts and Cities in the IMESD service 
area. 
 

 This position is a full-time, 240 day, twelve-month administrative position.  The typical workweek is M-F, 8 hours a 
day.  There will be occasional prolonged and/or irregular hours, including working weekends and holidays.  

 

 Any changes in contract days will be stipulated in each individual contract. Salary and benefits to be established by 
the IMESD Administrative agreement with the IMESD Board of Directors. Schedule and assignments to be 
established by Department Director 

 
ADDITIONAL INFORMATION: 
 
Employee Unit:   IMESD Administrative Group 
Approved by:   Jerry Copeland, HR Director 
Last revised:   April 14, 2020 
 
NOTE:  
 
IMESD believes that every individual makes a significant contribution to our success.  That contribution should not be 
limited to assigned responsibilities.  Therefore, this position description is designed to define essential knowledge, skills, 
responsibilities, effort and working conditions but should not limit the incumbent nor the organization to the work identified.  
It is our expectation that every employee will offer his/her services wherever and whenever necessary to ensure the 
success of the District’s goals.   
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EMPLOYEE STATEMENTS: 
 
“I have reviewed the above position description and understand it contents.” 
 
“I am aware that my position description may be revised and updated at any time and once notified of changes, I remain 
responsible for knowledge of its contents.” 
 
“I am aware that my position description is not a contract of employment or a promise or guarantee of any specific terms 
or conditions of employment with IMESD.” 
 
“I hereby certify that I possess the physical and mental ability to fulfill the essential responsibilities/functions with or 
without accommodation(s).  If I require accommodation(s) in order to fulfill any or all of the essential 
responsibilities/functions, I agree to provide information to the District regarding the requested accommodation(s).” 
 
 
_________________________  _________________________  __________ 
Employee Name (print)   Employee Signature   Date 
 
_________________________  _________________________  __________ 
Supervisor Name (print)   Supervisor Signature   Date 


