          
POSITION DESCRIPTION
WILLMAR PUBLIC SCHOOLS

SECTION I:  GENERAL INFORMATION

	Position Title:
Director of Instructional Technology
	 Department:
 Information Technology

	Immediate Supervisor’s Position Title:
Superintendent
	FLSA Status: 
Exempt

	Job Summary:
Under the direction of the Superintendent, the Director of Instructional Technology is responsible for managing and overseeing the operations and staff of information technology and for providing strategic planning, direction and support in the acquisition and use of hardware, software, and networking of information used in school technology, decision making, curriculum integration, and technology training.




SECTION II:  ESSENTIAL DUTIES AND RESPONSIBILITIES

	
· Plans, researches and provides leadership in determining the direction and implementation of school technology projects, practices, hardware and software including student accounting, K-12 technology education, and technology integration.

a) Plans, formulates and develops the three year technology plan for the district in accordance with state mandate.
b) Researches best practices and products to meet and support the technology needs, mission and objectives of the district.
c) Collaborates with district administrators, technology committees, curriculum teams and technology staff, and users of technology in assessing needs, and for the purpose of strengthening content learning and assisting teachers with meeting district, state and national standards..
d) Assesses the technology skill levels and needs of students and plans and facilitates the implementation of 21st century technology skills for P-12 students in keeping with the district’s vision statement.
e) Assesses the technology skill levels and needs of teachers and other staff and plans and implements professional development activities; leads/facilitates relevant workshops.
f) Provides leadership for the review, evaluation, and implementation of instructional software, hardware and technology tools.
g) Coordinates the activities of building technology integration teams to implement goals and integrate technology in instruction.
h) Creates learning resources for students, teachers, and other staff, including web sites, interactive programs, databases, etc., that support teachers with integrating technology in instruction.
i) Guides and encourages teachers in developing their own resources and supports these efforts by providing additional support to teachers as needed.
j) Assists with the development, planning and implementation of school/district policies, initiatives, and objectives related to instructional technology.
k) Develops and manages the district’s technology budget including technology resources, licensing, support costs, hardware, software, etc.; Helps develop and maintain budgets for K-12 instructional technology.
l) Oversees the development and implementation of district instructional technology plan.
m) Recommends and purchases hardware, software and related learning resources, and assists with the planning, design and installation of future network expansions as needed.
n) Coordinates activities of outside vendors, consultants and trainers.
o) Models the effective use of technology throughout the district for teachers and students.
p) Interprets the school's instructional technology program for staff, parents and members of the community.
q) Establishes an environment encouraging creative and independent use of instructional technology and highlights current instructional technology achievements of students and staff.
r) Provides leadership for integrating appropriate technology into curriculum management and instruction.
s) Develops curriculum integration solutions and related work/instructional aides for the purpose of providing users with tools needed to utilize emerging curriculum integration strategies to enhance student learning.

· Manages and supervises the daily operations and staff of the technology department.

a) Plans, organizes, and directs the implementation of both small and large IT initiatives.
b) Allocates resources and assures IT project timelines and milestones are achieved.
c) Collaborates with district staff and faculty on determining people, processes and tools needed to successfully implement IT projects.
d) Prioritizes and assists in the troubleshooting of daily issues and concerns of users and technology operations.
e) Recruits, screens, interviews, selects, directs, supervises, resolves grievances and evaluates performance and initiates performance actions of Information Technology Staff.
f) Monitors work projects, staff training, and controls work assignments and job status changes of Information Technology staff.
g) Oversees Information Technology staff training and development.
h) Works with the Technology staff in areas related to academics.
· Oversees the evaluation, selection and purchasing of all district technology and telecommunications equipment. 

a) Assists in the planning and preparation of the technology budget.
b) Determines bid specifications and oversees technology bidding processes, if applicable. 
· Acts as the primary contact for IT consultants and vendors.  Establishes and monitors contract service contracts and delivery of services.
· Assists staff and provides hands on technical support and troubleshooting, as needed.
· Performs other duties of a comparable level or type, as required.



SECTION III:  WORK REQUIREMENTS AND CHARACTERISTICS

	
EDUCATION/KNOWLEDGE REQUIREMENT:  Minimum education required to perform adequately in position could reasonably be attained only by completing the following:

	
REQUIRED EDUCATION/TRAINING
 (choose one)
	
DEGREE INFORMATION:    
Type of degree: (B.S., M.A., etc.)
Bachelors of Science Degree

	

	
less than high school diploma
	

	

	
High school diploma or GED.
	
Major field of study or degree emphasis:  
Computer Science, Information Technology, or a closely related area.


	

	
1 year college
	

	
2 years college
	

	

	
3 years college
	
x
	
4 years college
	

	

	
1st year graduate level
	
Essential knowledge and specialized subject knowledge required to perform the essential functions of the job:
· Knowledge of technology hardware and software, network management concepts and protocols, tools and equipment including telecommunications (voice/data).
· Knowledge of supervisory and management fundamentals and principles.
· Knowledge of district general administrative policies and procedures (i.e. purchasing, accounting, documentation, HR, budgeting.)
· Knowledge of K-12 educational operations, mandates, and best practices for integrating technology to enhance school programs and operations.
· Knowledge of office productivity software, student information, HR and financial software systems.
· Fundamentals of teaching methods and concepts of adult learners of technology.

	

	
2nd year graduate level
	

	

	
Doctorate level
	

	Required Work Experience in Addition to Formal Education/Training:

· A minimum of 5 years previous and directly related experience preferred.  


	
LICENSE/
CERTIFICATION
	
Identify licenses/certification required upon hiring:  






SECTION III:  WORK REQUIREMENTS AND CHARACTERISTICS


	
ESSENTIAL SKILLS REQUIRED TO PERFORM THE WORK  

	
Skilled in:
·   Delegating, supervising, planning and prioritizing the daily activities of technology personnel.
·   Conducting needs assessments of technology support, training, overseeing the delivery of staff training and support.
·   Implementing and assisting district staff in the troubleshooting of network systems, telecommunications, web services, email, voicemail, and enterprise systems.
·   Planning, coordinating and implementing district technology plans, projects and programs.
·   Consulting with, advising, and collaborating with staff concerning issues, objectives, goals and strategies for the integration of technology throughout the district.
·   Planning and preparing technology budgets and overseeing the purchasing of all district technology.
·   Developing technology plans, projects and procedures including disaster recovery procedures, the design of security procedures, department documentation processes.
·   Communication and presentational skills to train staff, to prepare reports, and to collaborate with all levels of district staff in the planning, integration and support of technology throughout the district.
    



	
RESPONSIBILITY FOR DIRECT SUPERVISION OF THE FOLLOWING POSITIONS 


	
	
Titles of Positions Directly Supervised
	
# of Employees

	1
	
Network/Server Administrator
	
1

	2
	Technology Assistants
	
5

	3
	
Instructional Technologist/Assessment Coordinator
	
1

	
	

	


	
TOTAL
	
7



	
INDIRECT SUPERVISION:

	
Number of employees indirectly supervised:
  
	
Total:           0


	
	





	HAZARDOUS WORKING 
CONDITIONS:  The essential duties of the work are performed under various physical hazards or environmental conditions noted.
	Unusual or hazardous working conditions related to performance of duties:

Work is performed in a typical school district office setting where the employee is exposed to minimal environmental or physical hazards or risks associated with performing the requirements of the job.




	
	PHYSICAL JOB REQUIREMENTS: Indicate according to essential duties/responsibilities

	
Employee is required to:
	
Never
	
1-33%
Occasionally
	
34-66%
Frequently
	
66-100%
Continuously

	
Stand
	

	
x
	

	


	
Walk
	

	
x
	

	


	
Sit
	

	

	
x
	


	
Use hands dexterously (use fingers to handle, feel)
	

	

	

	
x

	
Reach with hands and arms
	

	
x
	

	


	
Climb or balance
	

	
x
	

	


	
Stoop/kneel/crouch or crawl
	

	
x
	

	


	
Talk or hear
	

	

	

	
x

	
Taste or smell
	
x
	

	

	


	
Physical (Lift & carry):                                               up to 10 pounds
	

	

	

	
x

	
up to 25 pounds
	

	

	
x
	


	
up to 50 pounds
	
	x
	

	


	
up to 75 pounds
	x
	

	

	


	
up to 100 pounds
	x
	

	

	


	
more than 100 pounds
	x
	

	

	




	
	PHYSICAL JOB REQUIREMENTS: Indicate according to essential duties/responsibilities

	
Physical requirements associated with the position can be best summarized as follows:

Light Work: 
[bookmark: _GoBack]Exerting up to 20 pounds of force frequently, and/or up to 10 pounds of force frequently, and/or negligible amount of force constantly to lift, carry, push and pull or otherwise move objects in the performance of the job.






SECTION IV:  CLASSIFICATION HISTORY AND APPROVAL

	
This Position Description reflects an accurate and complete description of the duties and responsibilities assigned to the position.

__________________________________________________		____________________
Department Head’s Signature								                              		Date


Classification History:

 Description Created June 2011

Band/Grade:  E-9-1  (updated January 2015)


  Date Board Adopted:__________________
	



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.
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