
 

LAS LOMITAS ELEMENTARY SCHOOL DISTRICT 
1011 Altschul Avenue, Menlo Park, CA 94025   650-854-6311 

 

ADMINISTRATIVE POSITION ANNOUNCEMENT 
 

Posting Date:12/14/2017 

Open Until Filled 

Start Date:  ASAP 

TITLE:  Director of Technology 

STATUS: 12 Months; exempt position        SITE: District Office  

SALARY & BENEFITS:  $117,757 - $158,961 
Eligible for 17 holidays, 20 vacation days, and 12 sick leave days per year. The District will pay $834 a 

month towards health coverage: medical, dental, vision, and life insurance. 

 

BASIC FUNCTION:   

Under the direction of the Chief Business Officer, plan, organize, control and direct the operations and 

activities of the District’s Information Technology Department; serve as a member of School and District 

management teams; direct the development and maintenance of a networked information system, 

integration of technology and IT training and support services; collaborate with District administrators in 

providing support to teachers and staff in implementing the District’s information technology plan; 

supervise the performance of assigned personnel. 

 

ESSENTIAL DUTIES AND RESPONSIBILITIES:   
 

 Plan, organize, control and direct the Information Technology Department; develop, implement and 

evaluate long-range goals for the application of computers and technology in instructional pro-

grams and administrative offices; monitor progress toward goal attainment. 

 Direct the development and maintenance of a networked information system including systems 

analysis and design, computer programming, conversion of data, instructional technology, and in-

formation storage and retrieval; assist in the development of standards of hardware and software 

use. 

 Supervise the performance of assigned personnel; interview and select employees and recom-

mend transfers, reassignment, termination and disciplinary actions. 

 Manage District servers, LAN and WAN connectivity and functions; develop, implement and man-

age District intranet and websites. 

 Coordinate the automation of Districts administrative functions including business services and 

student records systems; coordinate, schedule and manage the service resources required to main-

tain equipment and software for both instructional and administrative systems. 

 Direct, manage and evaluate instructional technology, informational and communication services. 

 Assist IT technicians and support staff in troubleshooting software and hardware issues and identi-

fying appropriate levels of repair needs. 

 Perform a variety of technical duties involved in the design, installation, configuration, and mainte-

nance of the wide-area networks (WANs) and local area networks (LANs); resolve network related 

problems. 



 

 Determine technology needs; evaluate potential products and services and assure compliance with 

established objectives, priorities and resources; analyze proposals for technology submitted from 

various personnel. 

 Provide technical expertise, information and assistance to administrators regarding assigned func-

tions; assist in the formulation and development of policies, procedures and programs to assure an 

economical, safe and efficient work environment. 

 Direct the preparation and maintenance of a variety of narrative and statistical reports, records and 

files related to assigned activities and personnel. 

 Collaborate with District and community, county, state technology resource personnel in ongoing 

pursuit of effective and efficient ways to best implement the objectives of the Districts Information 

Technology plan. 

 Communicate with other administrators, personnel, vendors, service providers, and other outside 

organizations to coordinate activities and programs, resolve issues and conflicts and exchange in-

formation; support site administrators with running computer labs. 

 Provide support in planning and implementing professional development activities involving in-

formation and communication technologies; design and implement in-service programs to support 

the integration of technology in the classroom and office; in coordination with the Director of 

Curriculum and Instruction, provide leadership to District’s and site-level technology committees 

an in optimizing the effectiveness and efficiency of operations through the use of technology. 

 Develop and prepare the annual preliminary budget for the department; analyze and review budg-

etary and financial data; control and authorize expenditures in accordance with established limita-

tions. 

 Operate a computer, assigned software programs and related peripherals; operate other office equip-

ment as assigned; drive a vehicle to various sites to conduct work. 

 Attend and conduct a variety of meetings and trainings as assigned; attend conferences and work-

shops to maintain current knowledge of emerging technological trends, development and research. 

 Perform related duties as assigned. 

REQUIRED QUALIFICATIONS:  

 

Education and Experience: 

 Any combination equivalent to: bachelor's degree in information technology, computer science or 

related field and five years increasingly responsible experience in a multi-platform Apple and Win-

dows-based environment including LAN/WAN network management and the administration and 

maintenance of management information systems including two years in a supervisory capacity.  

 

DESIRED QUALIFICATIONS: 

 

 Three years management or supervisory experience. 

 Related experience in educational field is desirable. 



 

 

Knowledge of:  

 Planning, organization and direction of the Information Technology Department. 

 Computer languages, computer industry standards and programming fundamentals. 

 Understanding of system analysis principles and practices and their application to school districts 

and school site administration. 

 Principles and operations of LANs and WANs, data communication systems and related software. 

 Installation, maintenance and repair of information systems equipment. 

 Technology and computer software supports related to instruction and administration. 

 Operational characteristics and requirements of personal computers and networks and related pe-

ripheral equipment for Apple, Window-based or other platforms. 

 Use of various computer systems and software and their application to established needs. 

 Principles, practices and languages used in communication-oriented computer systems. 

 Budget preparation, forecasting and control. 

 Oral and written communication skills.  

 Principles and practices of administration, supervision and training.  

 Applicable laws, codes, regulations, policies and procedures. 

 Interpersonal skills using tact, patience and courtesy.  

 Operation of a computer and assigned software including educational and business software appli-

cations. 

 Public speaking techniques. 

 

Ability to: 

 Plan, organize, control and direct the Information Technology Department. 

 Direct the development and maintenance of a networked information system. 

 Direct, manage and evaluate instructional technology, informational and communication services. 

 Supervise the performance of assigned personnel. 

 Plan and implement the installation and use of integrated information technologies in an educa-

tional system. 

 Communicate effectively both orally and in writing. 

 Conduct effective professional development in information technologies. 

 Maintain current knowledge of technological advances in the field. 

 Design, install, configure, and maintain the WANs and LANs. 

 Interpret, apply and explain rules, regulations, policies and procedures.  

 Establish and maintain cooperative and effective working relationships with others.  

 Operate a computer and assigned office equipment. 

 Analyze situations accurately and adopt an effective course of action.  

 Meet schedules and time lines.  

 Work independently with little direction. Prepare comprehensive narrative and statistical reports. 

 Direct the maintenance of a variety of reports and files related to assigned activities. 

 

 

 



 

WORKING CONDITIONS: 

Work Environment:  

 

 Indoor/Office Environment.  

 Driving a vehicle to conduct work. 

Physical Demands: The physical demands described here are representative of those that must be met 

by an employee to successfully perform the essential functions of this job. Reasonable accommodations 

may be made to enable individuals with disabilities to perform the essential functions. 
 

 Hearing and speaking to exchange information and make presentations. 

 Dexterity of hands and fingers to operate a computer keyboard. 

 Seeing to view a computer monitor and read a variety of materials. 

 Sitting for extended periods of time. 

APPLICATION & SELECTION PROCESS:   
 

Interested candidates must complete an on-line employment application through www.edjoin.org.  A 

completed application packet must include: 

 

 Las Lomitas School District classified management Edjoin employment application 

 Cover letter stating interest in the position and how your education and experience will enable 

you to perform the duties of the position 

 Current Resume 

 Two letters of recommendations of which one letter is from a prior supervisor 

 

Applicant screening will begin the first week of January so we encourage interested candidates to apply 

early.  The most qualified candidates will be invited to interview on a date to be determined. 
 

Please note: Any successful candidate selected will be required to submit proof of education and proof of 

TB clearance. The selected candidate will be required to clear a DOJ/FBI background check.  Please 

direct questions regarding this opportunity to Cindy Hellmann at chellmann@llesd.org or call Cindy at 

(650)854-6311 ext. 31      
 

The District is an equal opportunity employer that seeks to employ individuals who represent the rich diversity 

of culture and abilities of its surrounding communities. We strive to reflect this diversity in our faculty and staff 

by hiring the best employees of all backgrounds who bring their unique talents and skills into our District.  This 

commitment to diversity is reflected in District practices and activities that promote diversity and mutual respect 

within the District workforce and student body.  The Governing Board desires to provide a positive work 

environment where employees and job applicants are assured of equal access and opportunities and are free 

from harassment in accordance with law. The Board prohibits district employees from discriminating against 

or harassing any other district employee or job applicant on the basis of the person's actual or perceived race, 

religious creed, color, national origin, ancestry, age, marital status, pregnancy, physical or mental disability, 

medical condition, genetic information, veteran status, gender, gender identity, gender expression, sex, or sexual 

orientation.  Any complaints can be submitted to Steve Fuentes, Title IX Compliance Officer, 1011 Altschul 

Avenue, Menlo Park, CA 94025  (650)854-6311 ext. 15 

http://www.edjoin.org/
mailto:chellmann@llesd.org

