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Job Description 
 
Title: Director of Technology    Department: IT/MIS 
FLSA Status:  Exempt     Reports to: Sr. Director of Technology 
Date:  _________________    Approved by: _________________ 
 
Job Summary: This is hands on position 
 
Under general direction, manages LAN performance and maintains LAN security. Installs, maintains 
and monitors the operation of the local area network. Evaluates vendor products in hardware, 
software and telecommunications equipment with the Senior IT Director, to recommend purchases 
consistent with short and long term objectives. Recommends and implements coalition approved LAN 
policies and standards, ensuring adherence to standard operating procedures and security 
procedures. Maintains communication and positive relationships with outside providers in the 
maintenance, service and/or purchase of LAN equipment or software. Trains users on LAN operations 
and procedures. 
 
Essential Duties and Responsibilities: 
 

 Install and configure computer network equipment. 
 Reads technical manuals and brochures to determine which equipment meets coalition 

requirements 
 Strong knowledge of project management principles 
 Makes budget recommendations to IT Director. 
 Assist in network design and implementation. 
 Create and maintain network users/permissions. 
 Evaluate and recommend security improvements and system upgrades. 
 Create technical support documentation for systems and applications. 
 Manages LAN security and network performance 
 Manages company firewall and all interfaces with external networks, including but not limited 

to VPN connectivity, ISP interfaces, etc. 
 Establishes and implements LAN policies, procedures and standards, ensuring conformance 

with coalition IT objectives 
 Develops and writes procedures for installation, use and solving problems of computer 

hardware and software for end user 
 Instructs users in the proper use of the equipment in conformance with coalition Internet 

Usage Agreement guidelines 
 Acts as a liaison and sometimes instructor for training 
 Performs equipment repairs or upgrades 
 Oversee or assist in the installation of Internet and or Telephony communications hardware 
 Maintain the appropriate network logs associated with throughput and Internet/network 

resources usage 
 Report violations and/or abuse as it pertains to the coalitions Computer and Internet Usage 

Agreement guidelines 
 30% or more travel will be required if needed 

 
Skills and Abilities: 
 

 Accountability 
 Strong interpersonal skills to assist non-technical individuals with complex technical issues 
 Able to work in a team and independently 
 Excellent interpersonal skills 
 Excellent communication skills, both written and oral 
 Must be willing to travel all areas, as needed, within the South Florida areas to perform 

required tasks and provide own reliable transportation. Requires a valid Florida Driver’s 
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License, a good driving record and automobile insurance, as required by the Early Learning 
Coalition driving policy 

 Ability to work effectively with a diverse population 
 

 
Computer Equipment and Software Requirements:  
 

 Previous experience with Microsoft Windows Server 2008, 2012, and 2016 preferred  
 Considerable knowledge of the utilization, operation, and care of computer and related 

electronic data processing equipment 
 Hands-on technical troubleshooting capabilities  
 Exceptional critical thinking and problem-solving ability  
 Considerable knowledge of the general principles of computer systems operation, including 

potential uses and limitations 
 Considerable knowledge of general office practices and procedures 
 Working knowledge of secure FTP 
 System administration proficiency in supporting database servers including MS SQL 
 Previous experience with Cisco switches and routers preferred 
 Previous experience with Web Author is a plus 

 
Experience and Training: 
 

 Completion of a Bachelors degree from an accredited college oruniversity with major course 
work in computer information systems, computer science or related area of study  

 5+ years experience in a network administration role  
 Alternative education and completion in LAN/WAN Network certification is also acceptable  

 
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. While performing the duties of 
this job, the employee is frequently required to sit, talk, hear and use hands and fingers to operate 
and handle keyboards and controls. The employee is occasionally required to walk and reach with 
hands and arms. The employee must occasionally lift and/or move up to 25 pounds. Specific vision 
abilities required by this job include close vision and the ability to adjust focus.  

 
Work Environment:  
 
The work environment characteristics described in this document are representative of those an 
employee encounters while performing the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential 
functions. The noise levels in the work environment may vary but are usually moderately quiet. 
 
 
This job description in no way states or implies that these are the only duties to be performed by the 
employee(s) incumbent in this position. Employee(s) will be required to follow any other job-related 
instructions and to perform any other job-related duties requested by any person authorized to give 
instructions or assignments.  A review of this position has excluded the marginal functions of the 
position that are incidental to the performance of fundamental job duties. All duties and 
responsibilities are essential job functions and requirements and are subject to possible modification 
to reasonably accommodate individuals with disabilities. To perform this job successfully, the 
incumbent(s) will possess the skills, aptitudes, and abilities to perform each duty proficiently. Some 
requirements may exclude individuals who pose a direct threat or significant risk to the health or 
safety of themselves or others. The requirements listed in this document are the minimum levels of 
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knowledge, skills or abilities. This document does not create an employment contract, implies or 
otherwise, other than an “at will” relationship. 

 


