
Miami Valley Educational Computer Association 

Job Description 

Director of Operations  1/2019    

Title: Director of Operations 

FLSA Status: EXEMPT 

Reports to: Executive Director 

Supervises: none 

Hours: 40 hours/week 

 

Qualifications 

 

Education and Experience:  

 Bachelor’s degree in the information technology field preferred 

 Associate’s degree and/or a high school diploma with an equivalent combination of training and work 

experience 

 Large-scale computer network operations and systems management work experience in an enterprise 

environment comparable to MVECA 

 Educational data processing operations experience and a thorough knowledge of interactive operating systems 

and equipment 

Skills:  

 Ability to communicate complex technical concepts to non-technical individuals 

 Ability to train adult learners with diverse job responsibilities and computer application skills 

 Multitasking ability and strong communication/interpersonal skills 

 Ability to travel independently throughout the region on job assignments  

 Ability to conceptualize, evaluate, prioritize, and solve complex problems 

 Ability to communicate clearly and concisely both orally and in writing  

 Ability to establish working relationships with co-workers and function as part of a cohesive team 

Other: 

 Documented evidence of a clear criminal record 

 Meets all mandated health requirements 

 Valid driver’s license 

 

General Responsibilities  

Managing the technical operations of the Miami Valley Educational Computer Association and providing expertise in the 

selection, installation, and maintenance of computer equipment and software applications.      

 

Essential Job Functions 

 Maintain on-site and remote computer equipment and network operating systems that provide maximum 

access and processing capability for consortium members 

 Adhere to the most stringent network security policies and measurers possible and oversee organization 

compliance to security policies 

 Recommend and implement upgrades and configurations of datacenter and network equipment that ensures 

the delivery of the highest quality computing services available 

 Work with telecommunications and network services vendors/providers to troubleshoot and maintain MVECA’s 

wide area network 

 Participate as an active member of MVECA’s management team (e.g., oversee all computing and associated 

support activities within the organization, oversee all technical operations of MVECA, help the executive director 
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identify operational issues and recommend solutions, participate in staff evaluations when requested, makes 

recommendations on upgrades/implementations/security practices, help develop and implement MVECA’s 

strategic plan, assist in budgetary planning as needed, provide feedback on the value received from various 

expenditures) 

 Develop and implement procedures and utilities that ensure adequate and secure data processing operations 

(e.g., data backup, restoration, storage, etc.) 

 Develop and implement procedures and utilities that improve computer/network operations that create support 

and operational efficiencies 

 Maintain a records storage systems that ensures the safe retention of processing and systems documents (e.g. 

maintains disaster recovery and backup datasets, maintains a disaster recovery plan, implements storage 

configurations and associate support routines that ensures data integrity, etc.) 

 Recommend equipment modifications to maintain and/or improve processing services 

 Requisition and maintain a stock of essential maintenance supplies and parts 

 Coordinate routine maintenance activities and notifies consortium members about planned service 

interruptions and coordinates and schedules downtime in advance whenever possible 

 Correspond with all stakeholders regarding possible outages and system downtime 

 Keep management and consortium members informed about service interruptions and efforts to restore 

services 

 Identify, resolve, and log all network problems and implement preventative procedures and solutions to reduce 

downtime/outages  

 Monitor and recommend changes to establish redundancy and reduce downtime/outages and ensure reserve 

network equipment is adequate to maintain dependable service 

 Coordinate in-house network modifications and cable installations by working with telecommunications 

providers and structured cabling contracts to make modification to network infrastructure 

 Evaluate and recommend vendors and contracts and help coordinate installation and maintenance activities for 

consortium members 

 Maintain network equipment inventory and consortium site configuration documentation 

 Update disaster recovering, security policy, and other relevant operational documentation 

 Promote a favorable image of MVECA by maintaining respectful and professional relationships with all 

customers and coworkers 

 

Ancillary Duties:  

 Perform other specific job-related duties as directed 

 Serve as positive role model for others 

 Establish productive professional relationships with clients and stakeholders in the region to build community 

partnerships that enhance MVECA services 

 Serve on committees, advisory councils, etc. as directed 

 Participate in national, state, and or regional activities that advance MVECA goals 

 Keep the MVECA technology team and administration informed of emerging issues 

 Participate in staff meetings and professional growth opportunities to remain current with advances in 

technology, security, and data processing administration 

 Remain aware of support coverage and project schedules across the entire technical support team and 

coordinate absences  

 Respect personal privacy and maintain confidentiality of privileged information 

 Uphold board policies and follows administrative procedures 

 Maintain an acceptable attendance record and punctuality   
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Physical Demands and Working Conditions 
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 regularly required to sit, talk, and hear.  The employee will 

occasionally need to travel to other locations, move throughout buildings, and climb stairs.  The employee will be 

required to read and work at a computer for prolonged periods of time and will frequently repeat the same hand, arm, 

and finger motions such as typing.  Specific vision abilities required by this job include close vision. The employee will 

regularly be required to lift and move up to 25 lbs. and will rarely be required to lift and move equipment and cabinets 

that may weigh up to 100 pounds but may obtain or use equipment/carts to facilitate these tasks.  The employee will 

occasionally be required to work in close confined spaces.   

 

Employee will regularly interact with customers and other staff members both in person and on the telephone.  The 

noise level in the office work environment is moderate to occasionally loud.  The position will occasionally require the 

use of a personal vehicle for travel purposes.  The employee may occasionally work in adverse weather conditions and 

seasonal temperature extremes.  This position requires meeting deadlines with severe time constraints.  This position 

may involve stress as a result of those time sensitive obligations. 

 

Evaluation  

Job performance is evaluated according to MVECA Policies and Procedures Manual 

 

The Miami Valley Educational Computer Association is an equal opportunity employer offering employment without 

regard to race, color, religion, sex, national origin, age, or disability.  This job description summary does not imply that 

these are the only duties to be performed.  This job description is subject to change in response to funding variables, 

emerging technologies, improved operating procedures, productivity factors, and unforeseen events.  Reasonable 

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

My signature below signifies that I have reviewed the contents of my job description and that I am fully aware of the 

requirements of my position. 

 
Employee’s Name (printed): 

 

  

Employee’s Signature  Date  
 


