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POSITION DESCRIPTION 
 
 
 Job Title: Technology Director  
 Department: Information Technology     
 FLSA Status:  Exempt     
 WC Code:  8810  
 Effective Date:  August 1st, 2014 
    Last Revised:  August 1st, 2014 
 Pay Grade:  NU23  
 Union: Non-Union (Management) 
  
 
SUMMARY   
Under the direction of the Board of County Commissioners, serves as department head for the Technology 
Department.  Plans organizes and directs development, maintenance and operation of the County Technology 
systems including IT, Communications, and GIS programs.  Also serves as Project Manager for select county 
projects.   
 
ESSENTIAL DUTIES AND RESPONSIBILITIES 
(Illustrative Only. Any single position in the classification will not necessarily involve all of the listed duties below 
and other positions will involve duties which are not listed. These duties represent the essential functions 
needed of persons in this classification.)  
 
1. Develops appropriate goals, objectives, standards and policies for the Technology Department. 

 
2. Establish and maintain County-wide assessment tools, technical standards and guidelines and ensures 

that departments are assisted in establishing short/long range planning related to technology equipment 
and software. 
   

3. Lead in design and development of infrastructure for the County’s information technology systems. 
 
4. Prepare and administer annual budget; monitors expenditures for appropriation levels and cash flow.  

Approves budget expenditures on an ongoing basis, present to budget committee. 
 
5. Confers and collaborates with Elected Officials, Division Managers, Committees and Program 

Supervisors involved with proposed projects to ensure cooperation and further define nature of projects.  
 

6. Represent the department at meetings with Board of Commissioners, County staff, outside agencies, 
vendors and the public regarding technology projects.  Coordinate work with other departments and 
agencies and provide technical advice and expertise in achieving goals of department.  Respond to and 
effectively resolve inquiries complaints or problems affecting services.   

 
7. Prepare studies and reports, analyze data and develop recommendations. 

 
8. Develops methodology for evaluating user needs, performs cost/benefit analysis, and selects software 

applications, hardware solutions, online applications, appropriate vendors, and implementation 
schedules.   

 



9. Analyzes workflow and employees’ job duties concerning reorganization and/or realignment.  
 

10. Assists staff to diagnose and solve computer equipment and software problems.  
 

11. Participates in technical projects such as writing equipment specifications or developing computer 
programs for specified applications.  

 
12. Supervises subordinate employees including assigning and reviewing work, evaluating performance, 

taking necessary disciplinary action and making hiring and termination decisions. 
 
13. Adheres to confidentiality provisions/regulations including but not limited to SB583 Oregon Identity Theft 

Protection Act, HIPAA (Health Insurance Portability and Accountability Act), PCI DSS (Payment Card 
Industry Data Security Standard) GLBA (Gramm-Leach-Bliley Act) and SOX (Sarbanes-Oxley Act). 
 

14. Oversees project management for countywide projects.  Act as liaison between contractors, vendors, 
Departments, and the Board of Commissioners.   
 

15. Administers outside contracts including development of specifications, contractor selections, quality 
control, contract negotiation, and payment authorization.   
 

16. Develops, negotiates and manages intergovernmental agreements for data and products with outside 
agencies, including cost recovery and privacy restrictions.   
 

17. Other duties as assigned.   
 
 
SUPERVISORY RESPONSIBILITIES 
Directly supervises technology employees.  Carries out supervisory responsibilities in accordance with the 
organization's policies and applicable laws. Responsibilities include interviewing, hiring, and training employees; 
planning, assigning, and directing work; appraising performance; rewarding and disciplining employees; and 
addressing complaints and resolving problems.  
 
QUALIFICATIONS   
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The 
requirements listed are representative of the knowledge, skill, and/or ability required.  
 
EDUCATION AND EXPERIENCE 
Bachelor's degree from four-year college or university in Data Processing, Business Administration or related 
field and six years progressively responsible experience in technology field which includes two years 
management experience; or equivalent combination of education and experience.  
 
JOB IMPACT 
The most common consequence of error would involve a programming and/or network systems development 
error that would impact the services provided by the user department(s).  This would include such areas as 
payroll, budget, assessment/taxation and investments which could impact the County in the area of financial 
loss, additional work time to correct the problem and embarrassment. Errors could also result in potential 
litigation from public or vendors.   
 
JOB CONTACTS   
This position requires frequent contacts with other County departments to collaborate with them on how 
technology will advance their department goals.  Works with outside vendors to provide varied Information 
Technology services. This position also works occasionally with state and federal regulatory agencies to ensure 
compliance with their requirements and to provide requested data.  
 
LANGUAGE SKILLS 
Ability to read, analyze, and interpret the most complex documents.  Ability to respond effectively to the most 
sensitive inquiries or complaints.  Ability to write speeches and articles using original or innovative techniques or 
style.  Ability to make effective and persuasive speeches and presentations on controversial or complex topics 
to top management, public groups, and/or boards of directors.  
 
MATHEMATICAL SKILLS 



Ability to work with mathematical concepts such as probability and statistical inference, and fundamentals of 
plane and solid geometry and trigonometry.  Ability to apply concepts such as fractions, percentages, ratios, and 
proportions to practical situations.  
 
REASONING ABILITIES 
Ability to apply principles of logical or scientific thinking to a wide range of intellectual and practical problems.  
Ability to deal with nonverbal symbolism (formulas, scientific equations, graphs, musical notes, etc.) in its most 
difficult phases.  Ability to deal with a variety of abstract and concrete variables.  
 
OTHER SKILLS AND ABILITIES 
Ability to research, organize, and coordinate the implementation of various computers systems, computer aided 
devices, and software programs for departmental and County-wide use. 
 
CERTIFICATES, LICENSES, REGISTRATIONS 
Possession of, or ability to obtain, valid Oregon Drivers’ License. 
 
BACKGROUND INVESTIGATION 
Those employed in this position are subject to a background investigation, including criminal background 
investigation.  Conviction of a crime may disqualify an individual for this classification.  Employee must pass 
Criminal Justice Information Systems (CJIS) security clearance.  
 
WORK ENVIRONMENT  
The work environment characteristics described here 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. Work is performed primarily in an office environment.  The 
position is impacted by urgent time deadlines, repetitiveness, need for extreme accuracy, attention to detail, and 
the need to shift attention before tasks are completed.  
 
PHYSICAL REQUIREMENTS 
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 and use hands to finger, handle, or feel.  The employee is occasionally 
required to stand; walk; reach with hands and arms; climb or balance; stoop, kneel, crouch, or crawl; and talk or 
hear.  The employee must occasionally lift and/or move up to 50 pounds.  Specific vision abilities required by 
this job include close vision.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
  



PHYSICAL REQUIREMENTS 

Check if 
required for 
essential job 

function 

Activity Never 0% 
Occasionally   

1-33% 
Frequently    

34-66% 
Continuous    

67-100% 

 Standing     

 Sitting - 1/2 hour plus     

 Moving about Work Area     

 Bending Forward     

 Stoop Position - 1 minute plus     

 Climbing Stairs - 1 floor     

 Crawling - Hands & Knees     

 Reaching Overhead     

 Lifting Strength # of pounds = 40lbs   

 Lifting      

 Patient Lifting     

 Lifting Overhead     

 Moving Carts, etc.     

 Carry Items     

 Dexterity/Coordination     

 Keyboard Operation     

 Rapid Mental/Hand/Eye Coord.     

 Operation of Motor Vehicle     

Speech, Vision & Hearing 
 Distinguish Colors  Yes:     No:      

 Distinguish Shades  Yes:     No:      

 Depth Perception  Describe:   

 Ability to Hear  Normal Speech Level: Yes 

 Other Spec.    Hearing Required  Describe:   

Exposure - Environmental Factors 
 Heat     

 Cold     

 Humidity     

 Wet Area/Slippery     

 Noise     

 Dust     

 Smoke     

 Vibration     

 Chemical Solutions     

 Uneven Area     

 Ladder/Scaffold     

 Ionization     

 Radiation     

 Body Fluids     

 


