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Faith, Family Spirit, Academic Excellence

Director of Technology

REPORTS TO: Billings Catholic Schools President
FLSA STATUS: Exempt
CLASSIFICATION: Administrative Leadership Team

Mission-Centered Leadership Position
EMPLOYMENT TERM:  Twelve-Month Position

MISSION OF BILLINGS CATHOLIC SCHOOLS
Billings Catholic Schools will provide an exceptional Catholic education emphasizing formation in faith,
family spirit, and academic excellence.

POSITION SUMMARY

The Director of Technology advances the mission of Billings Catholic Schools by providing strategic and
hands-on leadership for technology infrastructure, cybersecurity, instructional technology, data systemes,
and user support. As a member of the Administrative Leadership Team, the Director ensures that
technology is secure, reliable, accessible, and aligned with BCS priorities while serving as a trusted partner
to students, families, faculty, and staff.

WHY THIS ROLE MATTERS

FAITH
e Protects privacy and human dignity, promotes ethical technology use, and guides responsible use
of artificial intelligence and emerging technologies.

FAMILY SPIRIT
e Builds responsive support systems and clear communication that strengthen trust and
collaboration across the school community.

ACADEMIC EXCELLENCE
e Ensures technology reliably supports teaching, learning, assessment, professional growth, and
continuous improvement.

STEWARDSHIP
e Plans responsibly for security, budgets, infrastructure, lifecycle replacement, compliance, and
long-term sustainability.

ESSENTIAL RESPONSIBILITIES

Mission and Strategic Leadership
¢ Serve on the Administrative Leadership Team and contribute to system-wide planning and
continuous improvement.



¢ Develop and implement a multi-year technology plan aligned with BCS mission, educational goals,
operational needs, and financial priorities.
e Advise the president, principals, and leadership team regarding technology opportunities, risks,
investments, governance, and emerging trends.
Infrastructure and Operations
¢ Lead and provide hands-on oversight of networks, servers, wireless systems, firewalls, cloud
platforms, telecommunications, applications, and end-user devices across all campuses.
¢ Maintain standards, procedures, documentation, inventories, configuration records, and lifecycle
plans.
¢ Monitor performance and coordinate projects, procurement, deployment, maintenance,
replacement, and responsible disposition of technology assets.
e Cybersecurity, Privacy, and Continuity
e Lead cybersecurity, data protection, identity and access management, and technology risk-
management efforts.
¢ Maintain and test security safeguards, backup, disaster recovery, incident response, and business
continuity plans.
e Support compliance with applicable legal, contractual, insurance, funding, privacy, records, and
security requirements; coordinate incident response and corrective action.
e Provide or coordinate cybersecurity awareness and responsible-use training.
Educational Technology and Data Systems
e Collaborate with instructional leaders and educators to support curriculum, instruction,
assessment, accessibility, and student learning.
e Evaluate educational tools for mission alignment, instructional value, privacy, security,
interoperability, usability, support needs, and total cost.
e Oversee the security, reliability, integration, and appropriate use of student, employee,
operational, and financial data systems in partnership with system owners.
e Support effective reporting, analytics, data quality, records management, digital citizenship, and
responsible use of emerging technologies.
Service, Communication, and Professional Learning
e Foster a responsive, patient, professional, and relationship-centered support culture.
e Maintain efficient processes for requesting, prioritizing, resolving, escalating, and documenting
technical assistance.
e Communicate clearly about outages, security concerns, system changes, maintenance, upgrades,
and implementation plans.
e Provide or coordinate training that builds employee confidence and effective technology use.
Budget, Vendors, Policy, and Improvement
¢ Develop and manage annual operating and capital budgets, evaluating expenditures for mission
impact, risk, sustainability, and total cost of ownership.
e Manage vendors, contracts, licensing, subscriptions, warranties, renewals, grants, partnerships,
and cost-efficiency opportunities in accordance with BCS practices.
¢ Recommend and maintain technology policies, procedures, standards, acceptable-use
expectations, and documentation needed for audits and institutional continuity.



e Assess services through user feedback, support data, system performance, risk reviews, and
strategic goals; maintain professional knowledge and perform other duties assigned by the President.

LEADERSHIP EXPECTATIONS
e Faithfully supports the mission, philosophy, values, and teachings of the Catholic Church and
Billings Catholic Schools.
e Leads with integrity, humility, professionalism, discretion, accountability, optimism, and sound
judgment.
e Communicates clearly, listens carefully, follows through, protects confidentiality, and treats
others with dignity.
e Balances strategic thinking and innovation with disciplined execution, documentation, security,
service, and operational reliability.
e Works collaboratively across campuses and demonstrates initiative, adaptability, composure, and
continuous learning.

QUALIFICATIONS

Required
e Bachelor’s degree in information technology, information systems, computer science,
cybersecurity, educational technology, or a related field, or equivalent preparation through education
and progressively responsible experience.
¢ Significant experience supporting organizational infrastructure, networks, cloud services, security
controls, data systems, and end-user environments.
e Experience leading technology projects or system implementations, with working knowledge of
cybersecurity, privacy, backup and recovery, identity and access management, and risk management.
e Strong analytical, organizational, documentation, project-management, communication, service,
and interpersonal skills.
e Ability to explain technical concepts clearly, work independently, manage competing priorities,
respond to urgent issues, and collaborate across multiple campuses.

Preferred
e Master’s degree or relevant professional certifications.
e Experience in education, nonprofit service, or another mission-driven organization.
e Experience with educational technology, enterprise cloud platforms, device management, data
governance, cybersecurity frameworks, or multi-site operations.
e Working Conditions and Physical Requirements
e Work is performed in office, classroom, equipment, and campus environments, with travel
between school sites and occasional work outside normal hours for maintenance, projects, outages,
or security events.
e Ability to use computer equipment for extended periods and move throughout school facilities.
e Ability to inspect, connect, install, troubleshoot, lift, carry, position, or move technology
equipment and supplies as needed.
e Visual and auditory ability sufficient to review system information, communicate with users, and
safely perform essential functions.



CATHOLIC MISSION COMMITMENT
e The Director of Technology is expected to support the mission, values, and teachings of the
Catholic Church and to carry out all responsibilities in a manner consistent with the philosophy and
mission of Billings Catholic Schools.
e The employee understands and agrees that employment for the Diocese of Great Falls-Billings
and any Diocesan entity is contingent upon ongoing compliance with all Diocesan policies, including
but not limited to safe environment policies, procedures, and requirements.

REASONABLE ACCOMODATION

Billings Catholic Schools will provide reasonable accommodations to qualified individuals with disabilities
to enable them to perform the essential functions of the position, unless doing so would impose an
undue hardship. An employee or applicant who needs an accommodation should contact the appropriate
school administrator or Human Resources representative.

ACKNOWLEDGMENT AND SIGNATURES

| acknowledge that | have received and reviewed this job description and understand its essential
functions, responsibilities, and expectations. | can perform the essential functions of this position
with/without (circle one) accommodation(s). The above statements are intended to describe the general
nature of the work being performed by employees in this position; they are not intended to be an
exhaustive list of all duties, responsibilities, and qualifications. The Diocese of Great Falls-Billings reserves
the right to amend and change responsibilities to meet business and organizational needs as necessary.

Employee Name (print):

Employee Signature: Date:

Supervisor Name (print):

Supervisor Signature: Date:




