Job Description

System Administrator III


	Company Name
	

	Employee Name
	     

	Reports to: 
	COO

	Hire Date
	     

	Employee Classification:  FORMCHECKBOX 
 Temporary      FORMCHECKBOX 
 Regular Full Time      FORMCHECKBOX 
 Regular Part Time

	Status
	Exempt


Position Summary:

The Systems Administrator is responsible for the operations and management of company's in-house computer system. In this role, the Systems Administrator will be responsible for the operation of the system, including all maintenance, systems security and backup, systems documentation and coordination with systems vendors.

Basic Function:


• Provides day to day operational support of the company's operational network, including all workstations.

• Implements and manages management information systems within the company. Key source, with Database Administrator, for technological guidance within the organization.

• In cooperation with Database Administrator, implements the quality assurance program for the company's information systems.

Responsibilities:


• Evaluates information system needs and develops short and long-term strategic plans for information systems. Analyses proposed and ongoing computer-related projects and makes recommendations concerning acquisition of system resources.

    
• Trains, advises and supports staff in the operation, use and protection of system resources.

    
• Manages the training of staff and of training courses and sources that will help keep staff members 

proficient in all aspects of the system operations.

• Installs new PC software and maintains PC so. upgrades on the workstations. Installs hardware upgrades on the servers.

    
• Installs new workstations and printers on the network.

• Manages the ethernet network. Responsible for the operation and maintenance of network hardware. Defines and documents any proposed additions or changes to any part of the network system. Oversees all maintenance performed on the system. The Administrator will coordinate all maintenance on the hardware and software and recommend maintenance organizations for consideration. The Administrator will perform preventative maintenance on the system and will perform what site level maintenance he/she can based on the task to be performed and the level of skill possessed.

    
• Trains new users on the basic computer system and network components.

    
• Responsible for the preparation of and maintenance of written computer operations policies, guidelines, 

and procedures.

    
• Prepares periodic progress reports on system implementation and utilization.

    
• Works with the Database Administrator to collect information for the planning and budgeting for 

software and hardware resources to satisfy new or expanding company requirements.

    
• Maintains inventory list of all hardware and software components.

    
• Performs backups for the Network servers on a daily basis. Establishes and maintains user accounts, 

privileges, passwords, security of the system and peripherals, fire protection for the system and advises management on adequate insurance coverage for the system.

    
• Orders and maintains inventory of computer-related consumable supplies.

    
• Key contact for hardware and software maintenance vendors, along with Database Administrator.

    
• Responsible for the maintenance of all system documentation to include user manuals, systems logs, all 

equipment manuals on the system.

    
• Maintains master wiring charts for all company owned computer networks.

Special Skills Required:


• In-depth knowledge of PC workstations, PC utility and office automation software.

• Operating knowledge of Windows NT operating system, ethernet, network system; Windows 98, Windows 2000 and Fox Pro relational database.

• Ability to organize and schedule job requests to meet both established deadlines and unscheduled priority requests.

• Ability to deal effectively with a variety of persons in a demanding operational environment.

• Ability to stay current with computer technology solutions through trade publications and active participation in local and national technical users groups.

Experience Required:


Minimum three years experience in a network environment, preferably in a client server system supporting a network of PCs. Experience with Windows NT, Windows 95. Relational database and association experience desirable.

Education:


B.S. Degree in Information Systems, or equivalent related experience.

Financial Responsibility:


Co-manages annual capital and operating budget of approximately $400,000.

Decision Making:


Makes decisions involving analysis, synthesis and evaluation of available data in carrying out the mission of Information Systems. Evaluates and purchases computer equipment and supplies. Negotiates contracts for computer programmers, consultants, hardware, maintenance, and supplies. Work is performed under supervision from Chief Operating Officer.

Planning and Organizing:


In concert with Database Administrator, plans and organizes scheduling and coordination for multiple operational activities. Has co-responsibility for preparing and recommending budget and business plans for areas of accountability.

Employees Supervised:


Data entry personnel in absence of Database Administrator.
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