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Job Description 

USD 265 – Goddard Public Schools 
 

POSITION:    Assistant to the Director of Technology 

 

RESPONSIBLE TO:   Director of Technology 

 

EVALUATED BY:   Director of Technology 

 

TERMS OF EMPLOYMENT: Classified, Hourly rate of pay, 12 month position 

 

PURPOSE OF POSITION: This individual will provide leadership and coordination in the use of technology in the 

district, including technical and informational support services and operations; coordination 

of building projects and appropriate design for growth of network; coordinate the acquisition 

of district computer supplies and repair service, provide accountability. 

 

Essential Responsibilities: 
1. Serves as a contact for the building Technology Specialists for computer troubleshooting. 
2. Implements and assists with updates to the Technology Plan for the district in concert with Director of Technology, and the 

Department for Academic Affairs. 
3. Responsible for client management, patch management, and software packaging. 
4. Responsible for client systems, servers, SAN, virtual environment. Their continual function and periodic updates. 
5. Will assist pricing and bid requests for equipment acquisition for technology.  Ensures that technology purchases adhere to the 

Technology Plan. Serves as a liaison to outside vendors. 
6. Will assist with the coordination of department direction to ensure needs in the buildings are met. 
7. Coordinates with other departments to ensure network and computer service needs are met and managed. 
8. Goal of keeping informed of new technology and integrating technology in education. Improve productivity in back office 

operations as well as provide information regarding new technological education tools. 
9. Other duties as assigned. 
10. A classified employee may be transferred at any time to any job which he/she is qualified to perform and when the transfer is 

deemed to be in the best interest of the district.  
 

Qualifications: 
1. A College degree with experience in Technology is preferred or certification in hardware and software. 
2. Good communication skills and ability to teach adults in a supportive manner. 
3. Experience in working with fiscal ordering, management of inventory. 
4. Ability to organize and coordinate activities. 
5. Ability to establish effective working relationships with the school community - ability to work as part of a team. 
6. Knowledge of micro-computer software and hardware on PC and Apple platforms.  
7. Must have a valid driver’s license. 

 

ATTENDANCE REQUIREMENTS:  
A forty (40) hour workweek is required.  Sick and vacation day allowances are included in the district policy. 

PHYSICAL REQUIREMENTS/ENVIRONMENTAL CONDITIONS: 
1. Manage all duties with the mobility, agility, dexterity, to move from place to place, walks, stands, sits, pushes, pulls, lifts up to 75 

pounds (minimum) on a daily basis, and focus observation it takes to meet standards of performance. 
2. Moderate environmental conditions and noise levels. 

 

PERFORMANCE STANDARDS: 
1. Must support district mission, goals, and objectives. 
2. Must meet standards in a time sensitive manner as determined by the Director of Technology. 
3. Must demonstrate language arts and communication skills:  sentence structure, spelling, punctuation, speaking, and the ability to 

handle routine and sensitive correspondence and communication. 
4. Must perform essential duties. 
5. Must meet all safety requirements as directed by the district. 
6. A performance evaluation will be conducted according to district policy by the employee’s supervisor or designee 
 

I have read and understand the above job description and can comply fully with all requirements. 
 

   
Employee Signature  Date 

 

 
  

Director of Technology Signature  Date 
 


