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INFORMATION TECHNOLOGY MANAGER  

JOB DESCRIPTION 
 

Department:  Business Office 

Supervisor:  Director of Finance & Operations 

Status:  Full-Time 

 

POSITION OVERVIEW: Responsible for the overall planning, organization, integration, 
implementation, and maintenance of all IT functions at the school.  

URSULINE ACADEMY: Founded in 1893, Ursuline Academy is an independent, Catholic, college 
preparatory school serving over 400 students per year across three divisions: Lower School, 
Middle School, and Upper School. Ursuline Academy is co-ed through fifth grade, and serves girls 
only in grades six through twelve. Part of a worldwide network of more than 105 schools, 
Ursuline Academy has been guided by the values and mission of the Ursuline Sisters. Committed 
to our mission of Serviam or “I will serve,” Ursuline has been a leader in education since 1893. 
 

SPECIFIC DUTIES: 

The Information Technology Manager will: 

 Develop and implement a strategic and long-range technology plan for the school, including 
cyber security 

 Develop and maintain appropriate technology policies and procedures for the technology 
department, and collaborate with senior leadership on technology policies and procedures 
for employees, students, and contractors 

 Provide leadership, vision, and day-to-day management of the IT department, including data 
network and backup systems, firewall and security issues, databases, servers, printers, and 
telephone systems 

 Identify, evaluate, and recommend new and emerging technologies for classroom and 
administrative uses or to improve the current infrastructure 

 Promote the use of technology to support classroom learning and optimize student 
achievement 

 Supervise personnel in the IT department 
 In collaboration with the communications department, oversee the technical side of the 

school’s web content platform 
 Develop and manage the school’s computer/device operating and IT budget 
 Manage vendor relations, procurement, installation, and implementation of information 

systems 
 Ensure the coordination, security, and efficiency of network infrastructure 
 Develop and maintain the school’s databases and internal and external networks 



 
 Manage inventory of all school-owned or leased equipment including desktops/laptops, 

iPads, SMART Boards, projectors, copiers, printers, etc. 
 Manage inventory of software purchases and subscriptions, including contract terms and 

renewal and cancellation dates if applicable 
 Provide maintenance and support for all computer labs, classroom technology, office 

technology, and audio-visual systems throughout the school 
 Assess and respond to IT needs as voiced by faculty, administration, and staff 
 Attend faculty meetings 
 Plan and supervise internal and external training of the school’s staff 
 Maintain an active role in the local and state technology community 
 Assume responsibility for other projects as assigned 
 
WORK ETHIC: 

 Maintains confidentiality at all times regarding the Ursuline community. 
 Attends all required meetings and events and willing to perform all other duties as assigned. 
 Participate in committee, department, and staff meetings as well as school-sponsored events 

that would benefit from your area of expertise. 
 Contributes by personal example to an atmosphere of faith commitment in a manner. 

consistent with Catholic values and our founder St. Angela Merici. 
 Pursue professional development opportunities. 
 Respects, cooperates and maintains a positive attitude with colleagues (faculty and staff), 

students, parents and alumnae and exemplify the core values. 
 
QUALIFICATIONS: 

 Bachelor's degree in an appropriate field is strongly preferred (information technology, 
computer science, systems management, or related discipline); however, commensurate 
experience is acceptable without degree 

 Master’s degree preferred 
 Professional technical certifications from Microsoft, Apple, Cisco, etc., preferred 
 5+ years of progressively responsible experience in the development, installation, and 

maintenance of information systems 
 Current and in-depth knowledge of network architecture; telecommunication; wireless, 

mobile, and cloud technologies 
 Knowledge of administrative and academic database systems a plus 
 Demonstrated success in a supervisory/management role 
 Experience in leading broad-reaching projects with success 
 Experience with implementing and operating software security techniques to help mitigate 

security vulnerabilities 

COMPETENCIES NEEDED: 

 Strong organizational, technical, and analytical skills 
 Proven success developing and balancing an annual budget 
 Strong interpersonal and communication skills, both written and verbal 
 Problem-solver with a high degree of diplomacy 
 Able to prioritize multiple tasks 
 Detail-oriented 
 Able to work collaboratively with a team 
 High-energy and enthusiastic about working in an academic atmosphere. 



 
 Ability to work occasional after hours, weekends, or holidays to support school functions or 

complete infrastructure updates or maintenance 
 Ability to effectively engage with board members and staff of all levels 

 
PHYSICAL DEMANDS:   

The position requires frequent walking, standing, bending, talking and lifting of up to 25 pounds 
as a regular part of the job. Specific vision ability required including close, distance, peripheral 
vision and ability to adjust focus. Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions. 
 

WORK ENVIRONMENT:   

The noise level in the work environment is moderate. The employee may be exposed to possible 
extreme weather conditions, and infectious diseases. While performing the duties of this job the 
employee will occasionally be exposed to weather conditions of extreme cold and or extreme 
heat. 

 
TO APPLY:   

Interested candidates must submit the following materials:  

 Current resume  
 List of three references with name, phone number, and email address (references will not 

be contacted until mutual interest is established and only with the candidate’s 
permission)  

Please send all application materials under one cover to: uaemployment@ursuline.org. Include 
“Information Technology Manager” in the email's subject line.  
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