
NEW PRAGUE AREA SCHOOLS 

JOB DESCRIPTION 

Position Title: Director of Technology  

                         Integration 

      

Department: Educational Services Date Written: June 2016 

Reports To: Superintendent Exempt Status:  Exempt 

Approval:  ______________________________ 

                                 (Human Resources) 

 

 

 

JOB SUMMARY: Provide students and teachers with support and leadership in technology integration by 

designing, developing, implementing, and managing a digital learning environment which promotes the 

effective use of technology for learning in all subject areas. 

 

ESSENTIAL DUTIES AND RESPONSIBILITIES: 

 

40% Coordinate the district-wide digital learning environment 

A. Implement the educational goals of the district-wide technology plan 

B. Collaborate with the Curriculum, Technology, and Educational Services departments 

C. Conduct a needs assessment of the district-wide digital learning environment 

D. Evaluate and implement educational technology resources 

E. Manage the distribution, maintenance, and collection of technology resources 

 

30% Improve student learning through best practices of technology integration 

A. Research emerging technology trends and instructional strategies 

B. Develop and present school and district-wide professional development activities 

C. Lead and coordinate team meetings with the Technology Integration Coaches (TICs) 

D. Maintain instructional support materials including website tutorials and newsletters 

 

20% Support district staff in the ongoing use of educational technology resources 

A. Demonstrate professional customer service skills with students and staff 

B. Troubleshoot educational technology resources with building technicians 

C. Manage educational technology subscriptions including evaluation and renewals 

 

10% Communicate educational technology goals and expectations 

A. Serve as a spokesperson for the district, schools, and community members 

B. Work directly with staff, students, and parents to resolve technology concerns and conflicts 

C. Maintain school board policies as they relate to technology 

 

 

 Perform other duties as assigned or requested including attending professional development/meetings, in-

services and workshops  

 

 

 

 



 

WORK REQUIREMENTS AND CHARACTERISTICS: 

 

Education/Certification/Licensure: 

 

 BA/BS degree 

 Current Minnesota  teaching license  

 School administrative licensure preferred 

 Valid Minnesota driver’s license 

 

Experience: 

 

 Minimum of three years of teaching experience (elementary or secondary) 

 Administrative experience preferred  

 

Essential Knowledge, Skills, and Abilities: 

 

 Ability to communicate effectively, both orally and in writing, with staff, students, and parents 

 In depth knowledge of instructional strategies and best practices in technology integration 

 Ability to work with diverse groups and individuals who possess a variety of styles and personalities 

 Demonstrated professionalism and ethical practices   

 Ability to perform duties with awareness of all district requirements and school board policies 

 Knowledge of emerging educational technology trends and applications 

 Ability to assess, diagnose, and evaluate technology resources 

 Demonstrated organization and management abilities 

 Ability to exercise confidentiality with school district information 

 

Machines, Tools, Equipment, Electronic Devices, and Software: 

 

 Operates various office equipment including computer, printer, copy machine, and phone system 

 Utilizes a variety of software applications including Google Apps and student information systems 

 Uses Gmail to receive district communication 

 

Supervision of Other Employees: 

 

 Position provides leadership and management to a team of Technology Integration Coaches (TICs) 

 

Physical Job Requirements: 

 

 Position involves moving throughout the district buildings 

 Position may involve regular periods of sitting and working on a computer unless a sit/stand station is 

available 

 Position involves frequent repetitive motion on a keyboard 

 Position involves occasional lifting of 20 lbs. 

 Position involves listening, speaking clearly, and visual acuity 

 

Mental Job Requirements: 

 

 Position involves responding to changing technology 

 Position requires multi-tasking while dealing with constant interruptions 



 Position requires flexibility and a willingness to assist a variety of groups and people 

 Position requires professionalism in handling confidential information and conflict resolution 

 Position involves completing tasks within specific timeframes 

 Position requires analyzing and prioritizing information to make effective decisions 

 

Working Conditions: 

 

 The majority of tasks are performed in normal office conditions 

 Travel is required between district buildings and meeting sites 

 Position may require attendance at evening and weekend activities 

 

 

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. 

 

 


