
NEW PRAGUE AREA SCHOOLS 

JOB DESCRIPTION 

Position Title:  Director of Technology      

Department:  Technology Date Written:  October 2016 

Reports To:  Director of Operations 

 

Exempt Status:  Exempt 

Approval:  ______________________________ 

                                 (Human Resources) 

 

 

 

JOB SUMMARY: Develop and implement strategies that maintain computer and other technology systems 

throughout the school district.  Provides work direction to the technology staff and assures that student and staff 

technology needs are efficiently managed.    

  

ESSENTIAL DUTIES AND RESPONSIBILITIES: 

 

50% Management 

A. Provides leadership, direction and implementation oversight of all district technology plans, 

objectives and projects 

B. Manages the daily operations and provides work direction to the staff of the technology 

department    

a) Plans, organizes and directs the implementation of both small and large IT initiatives 

b) Prioritizes and assists in the troubleshooting of daily issues and concerns of users and 

technology operations 

C. Works with the district teaching and learning team and staff to provide and support effective 

strategies and best practices for technology integration into the classroom 

D. Oversees the evaluation, selection and purchasing of all district technology and telecommunications 

equipment (servers, hubs, routers, work stations, voice mail, etc.) 

E. Manages the district network, including purchasing, installing, maintaining, upgrading, and 

troubleshooting for servers and data network hardware and software 

F. Assists in the future technology purchases and upcoming projects, managing the technology budget 

and ordering supplies and equipment that are appropriate 

G. Manages eRate reimbursement process and submits all federally required documentation and follow 

up 

H. Manages and administers technology service and maintenance contracts 

I. Develops disaster recovery plans, evaluates different software components and provides a cost 

benefit analysis of each system 

 

20%     Configure and maintain WAN & LAN network systems  

A. Diagnoses and fixes WAN & LAN network problems including implementing optimization tactics, 

reaction and prevention of denial-of-service attacks and other attempts to breach or circumvent 

network and server security measures 

B. Maintains WAN & LAN monitoring systems including configuration of alert notifications 

  

15% Ensure connectivity and interoperability of equipment and technical systems 

A. Monitors multiple systems including VLANS, LDAP authentication including virtual and hardware-

based servers, internal and external DNS assignments, VOIP telecommunications systems, 



controller-based wireless access points, Google Apps for Education, IP-based Pelco video 

surveillance cameras and HVAC system controllers 

B. Configures and maintains all district networking equipment and server redundant firewalls, routers, 

bridges, switches including attached battery backup and electrical surge protection devices 

C. Configures and maintains the district’s redundant Internet bandwidth, food service point-of-sale 

clients, print server administration and library automation servers and software 

D. Serves as department primary contact for end users of these systems 

                 

 15%    Install, configure and maintain WAN/LAN-related software including maintaining DNS                   

            entries, Internal and external IP configurations          

A. Performs general maintenance and monitoring of leased dark fiber optic Wide-Area-Network 

B. Serves as the first point-of-contact for all WAN-related hardware, software, cabling & signal 

transmission problems 

C. Serves as district point-of-contact with fiber optic cabling provider 

D. Ensures WAN & LAN equipment is physically and virtually secured 

E. Initiates and/or supervises repairs, installations, and/or configurations of WAN/LAN equipment by 

third party contractors 

 

 

Performs other duties as assigned or requested including attending professional development/meetings, in-

services and workshops 

 

 

WORK REQUIREMENTS AND CHARACTERISTICS: 

Education/Certification/Licensure: 

 Four-year computer related degree or associate’s degree with course work in computer science, support, 

and/or network administration and/or a combination of education/experience/training which provides for 

an equivalent background necessary to perform the work 

 Industry certifications related to products used in district as well as the ability to obtain the Minnesota’s  

Power Limited Technician license preferred   

 Valid Minnesota driver’s license 

Experience:  

 A minimum of 1 year of experience supporting enterprise Wide and Local Area Networks 

 Experience configuring and supporting Windows client computers in an active and open directory  

environment 

 Direct experience configuring Barracuda security appliances, multiple VLANs on Brocade power-Over- 

Ethernet switches and ARUBA wireless access points; internet content filtering; MiTel VOIP 

telecommunications systems, server virtualization; DNS configuration in an educational setting and/or 

corporate environment supporting 6000+ users and 3000+ network nodes preferred 

 Management experience preferred 

Essential Knowledge, Skills, and Abilities: 

 Knowledge of practices, procedures and techniques involved in the installation, configuration, operation, 

maintenance and repair of computer and network systems and related servers, work stations, equipment, 

hardware, software and applications 

 Knowledge of principles, methods and procedures of operating computers, networks and peripheral 

equipment  



 Knowledge of database structures, on-line applications and system capabilities of District computer 

systems  

 Knowledge of installation, maintenance and repair of computer hardware, software and peripheral 

equipment  

 Knowledge of materials, methods and tools used in the operation, installation and repair of computer 

and network systems  

 Extensive knowledge of both PC and Apple/Macintosh platforms and operating systems  

 Knowledge of principles, practices, procedures and equipment involved in network and system 

administration  

 Knowledge of manual instructions, sufficient to enable quick and accurate diagnosis of difficulties  

 Knowledge of computer and network hardware systems and software applications utilized by the 

District  

 Knowledge of applicable types of cabling systems, servers, hubs, routers and other related equipment  

 Interpersonal skills of tact, patience and courtesy 

 Oral and written communication skills   

 Knowledge of record-keeping techniques 

 Ability to install, configure, modify and maintain computer hardware, software, peripherals and network 

systems to assure the smooth running of computer work stations  

 Ability to investigate, troubleshoot, diagnose and resolve network and computer hardware, software, 

server, peripheral and application problems and malfunctions  

 Ability to provide technical support and assistance to District technology users concerning computer 

hardware, software, system operations, networks and malfunctions  

 Ability to install, upgrade and configure various software applications on network systems and 

computers 

 Ability to perform a variety of network and system administration activities as assigned 

 Ability to meet schedules and timelines 

 Ability to work independently with little direction  

 Ability to maintain current knowledge of technological advances in the field  

 Ability to establish and maintain cooperative and effective working relationships with others 

 Ability to use cordless screw gun and other hand tools 

 Ability to maintain confidential information 

 Ability to exercise confidentiality in handling district information 

Machines, Tools, Equipment, Electronic Devices, and Software: 

 Operates office equipment including printer, scanner, calculator, copier, multi-line phone system, 

facsimile 

 Uses multiple technology equipment including, computers, mobile workstations, tablets, etc. 

 Uses multiple software programs, databases and systems 

 Uses Gmail to receive district communication 

Supervision of Other Employees: 

 This position provides work direction for technology employees     

Physical Job Requirements: 

 Position is regularly required to sit and talk or hear, stand, kneel, walk, operate a computer, and reach 

with hands and arms 

 Position involves close vision 

 Position involves climbing stairs, and lifting/carrying equipment up to 50 lbs. 



 Position involves climbing and working off of a 6’ high step ladder and a 25’ high man lift 

Mental Job Requirements: 

 Position involves multitasking and prioritizing daily work assignments according to organizational need 

 Position involves defining problems, collecting data, establishing facts, and drawing valid conclusions 

 Position involves interpreting an extensive variety of technical instructions in mathematical or diagram 

form and dealing with several abstract or concrete variables 

 Position involves managing several short and long projects at any one time 

 Position deals with daily access to sensitive and confidential electronic files and documents that must 

remain confidential  

Working Conditions: 

 Position includes frequent exposure to server and electrical equipment noise       

 Majority of duties are performed in normal office setting 

 Position involves occasional work in a cramped, enclosed space 

 Position may be exposed occasionally to disagreeable conditions involving customer contact 

 Position involves travel between district buildings 

 

 

This description describes the general nature and work expected of an individual assigned to this 

position.  Employees may be required to perform other job-related duties as requested by their 

supervisor.  All requirements are subject to possible modification to reasonably accommodate individuals 

with a disability. 


