
 
 
 

Director, Information Technology  
 

CLOSING DATE: Tuesday, September 4, 2018   
 

Full-Time Permanent 12 month Position (1.0 FTE) 
40 hours per week plus full benefits 
$123, 891.15 to $158,119.99 per year 

 
Ideal Candidate: 
Knowledge of ERP systems in an educational environment in a general and technical capacity. 
Ability to lead and provide guidance and training to other technical staff in support of the college 
functional areas. The ability to consistently promote a teamwork environment within the Information 
Technology Services Department. Preferred working knowledge of Ellucian Banner ERP systems. 
Provide excellent support to our students success, and keeps management, faculty and staff 
informed of progress implementing technology improvements throughout the District. 

Definition: 
Under administrative direction, to supervise the day-to-day operations of the College's information 
systems technology; to lead and direct system development and improvements; and to perform 
related duties as assigned. 

Distinguishing Characteristics: 
This is a single management position functions as the Chief Information Systems Officer and is 
responsible for Information Technology of the college including but not limited to: day-to-day 
operations and technical and user support for all campus computing sites, networking, systems 
security, general use software, and networked student computer labs.  This classification is 
distinguished from the Assistant Director, Information Technology, which is a lower level 
management classification. 
 
ESSENTIAL DUTIES: The following duties are typical of those performed by employees in this job 
title; however, employees may perform other related duties, and not all duties listed are necessarily 
performed by each employee in the job title. 
 

• Supervises daily operations of hardware, networks, operating systems and applications for 
administrative and instructional information technology applications; 

• Manages the information technology budget and oversees and monitors contracts for services; 
• Responds to inquiries and provides user assistance with pc software, specialized college 

applications, telephone, voice mail, email and web site content; 
• Plans, supervises, reviews and evaluates the activities of the information technology staff 

including network, systems, and security administrators, programmers, web developer, 
technical support and other related positions; provides supervision, conducts performance 
appraisals, participates in interviews and recommends selection; 

• On assigned projects confers with management regarding information technology 
development and serves as the project lead; 



• Leads the technology committee and participates in other campus committees; 
• Receives and prioritizes requests for technical problems and user assistance; 
• Directs daily network and computer operations, verifies operational status and security, 

troubleshoots and takes corrective actions; 
• Ensures compliance with Chancellor's office state reporting requirements by data collection, 

verification, formatting and transmittal of required data files; 
• Assists in the acquisition and installation of information technology hardware and software; 
• Creates procedures, queries data bases, and runs special reports as requested; creates 

procedures and setup requirements for special print runs; 
• Conducts or directs analytical, systems development or related studies; 
• Develops and/or reviews reports of findings, alternatives and recommendations; 
• Prepares and maintains a variety of reports and records regarding operations activities; 
• Participates in technical work of the department such as network management, programming, 

information technology operations, and assisting users; 
• Meets with representatives of manufacturers, vendors, professional and business 

organizations. 
 
 
Minimum Qualifications: 
Knowledge of: 
General operating methods, principles and practices of information technology, network, and  
telecommunications management, configuration and maintenance. 
Information systems management including design, development, installation and operations. 
Methods, practices and terminology of information systems. 
operating systems, common desktop applications, specialized applications used by the  
college, programming languages and standards, and data base systems, architecture and security. 
 
Skill in: 
 
Planning, supervising, reviewing and evaluating desktop and user support, server and network 
operations, and other daily operations.  Selecting, coordinating, motivating and evaluating technical 
staff.  Developing and implementing procedures, work standards and internal controls. 
Analyzing and prioritizing complex information technology problems, evaluating alternatives, and 
making effective recommendations.  Exercising sound independent judgment within policy guidelines. 
Establishing and maintaining effective working relationships with those contacted in the course of the 
work.  Representing assigned area effectively in meetings with others.  Participating in the work of the 
unit including programming, user assistance, network management and related.  Preparing clear and 
concise reports, correspondence and other written materials. 
 
Other Requirements: 
 
Possess a valid California driver's license and have a satisfactory driving record; work outside of 
regular work hours during conversion cycles and to respond to information technology problems. 
 
 
 
 
 
 



ILLUSTRATIVE EDUCATION AND EXPERIENCE: A typical way to obtain the above knowledge 
and skill is a combination of education and experience equivalent to: 
 
A bachelor's degree in computer science, information technology or a closely related field, and three 
years of increasingly responsible experience in the operation and management of information 
technology systems. Master’s degree is desirable. 
 
PHYSICAL CHARACTERISTICS: The physical abilities involved in the performance of essential 
duties are: 
 
Manual dexterity to operate keyboards, perform basic repairs and set up; hearing and speech for 
normal communications; vision to read printed materials and computer screens, and identify and 
distinguish wiring and computer parts; mobility to reach various computer sites throughout the 
campus, and bend, stoop and kneel. This work is performed primarily in indoor settings.  
 
This work is performed primarily in indoor settings but may include outdoor work. 
 

APPLICATION PROCESS: 
To be considered for this excellent opportunity the following items must be received by CCC 
Registry no later than 5:00pm on Tuesday, September 4, 2018 through the CCC Registry 
Website, cccregistry.org. 
 

1. Apply at cccregistry.org 
2. CCC Registry online application (required) 
3. Cover letter detailing qualifications and experience (required)  
4. Resume (required)  
5. Unofficial transcripts verifying minimum academic qualifications. (If offered a position, official 

transcripts will be required.) 
6. Affirmative Action Applicant Survey form (optional)  

 
If you have questions related to the CCC Registry or technical aspects regarding submitting 
application materials on the CCC Registry website, please contact the CCC Registry directly at 
registry@yosemite.edu or call (800)245-4157. 

If you have a verifiable disability, and require accommodation to complete an application contact 
the Human Resources Office at (408) 852-2823. 
 
Please be aware, the District does not reimburse for expenses related to the recruitment process.  
 

NON-DISCRIMINATION 
Gavilan College is an equal opportunity/affirmative action/Title IX/Employer of Disabled, committed to 
hiring a diverse staff.  All qualified individuals regardless of race, color, religion, sex, national origin, age, 
disability, military status, sexual orientation, or marital status are encouraged to apply. If you have a verifiable 
disability, and require accommodation to complete an application please contact the Human Resources Office 
at (408)848-4753. 
 
 

http://www.gavilan.edu/jobs/apps/equal_survey.pdf
mailto:registry@yosemite.edu
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