NELSON COUNTY SCHOOLS
Job Description 
TITLE: ASSISTANT DIRECTOR OF TECHNOLOGY 
QUALIFICATIONS: Any combination equivalent to: Associates degree and two years successful experience in Management Information Systems (MIS). 
REPORTS TO: Director of Technology

JOB GOALS: Plan, organize, implement and coordinate a project, program or activity having limited overall impact on the District and requiring limited variety of standard practices and procedures; contacts outside the unit are limited to routine matters; requires routine supervision. 
PERFORMANCE RESPONSIBILITIES: 
Plans, organizes, implements and coordinates a project, program or activity and evaluates staff as assigned.

Develops, establishes or administers project, program or activity. 

Serves as liaison with other units, departments or outside agencies as required. 

Makes recommendations regarding implementation of project, program or activity and evaluates effectiveness as assigned. 

Maintains communication and works closely with district staff, local school staff and the community regarding information, developments and implementation of project, program or activity. 

Prepares and assists in preparation of reports, records and other documentation as required. 

Accumulates and researches data, documents and other pertinent information as required. 

Assures compliance with Federal, State and District policy, administrative procedures and negotiated agreements as applicable to assignment. 

Prepares, delivers or assists with training opportunities as appropriate. 

Demonstrates regular attendance and punctuality. 

Adheres to the appropriate code of ethics. 

Performs other duties consistent with the position assigned as may be requested by the 

Superintendent
KNOWLEDGE AND ABILITIES: 
KNOWLEDGE OF: 

Subject matter in area of Technology 
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Short and long-range planning techniques applicable to MIS 
In-service materials, subject matter and methods in area of specialty 

Record-keeping techniques 

Oral and written communication skills 

Public speaking techniques 

Research methods and report writing techniques 

Laws, rules and regulations related to assigned activities 

Policies and objectives of assigned programs and activities 

Interpersonal skills using tact, patience and courtesy 

Principles of training and providing work direction 

Technical aspects in the field of Technology 

ABILITY TO: 
Provide technical assistance to District and school personnel in area of Technology 

Communicate effectively both orally and in writing 

Establish and maintain cooperative and effective working relationships with others 

Maintain records, prepare reports, and verify data 

Plan, organize, prioritize and schedule work to meet time lines
Maintain current knowledge of program rules, regulations, requirements and restrictions 

Maintain current knowledge of technological advances in the field 

Analyze situations accurately and adopt an effective course of action 

