Job Description

Systems Administrator II


	Company Name
	

	Employee Name
	     

	Reports to: 
	

	Hire Date
	     

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

	Status
	


Job Purpose & Reporting Structure:

The Systems Administrator, under the direction of the Production Manager, coordinates computer capabilities between various business units, oversees systems including various servers, and is responsible for maintenance and repair of LAN's and workstations.

Essential Duties and Responsibilities:


• Responsible for troubleshooting hardware and software problems on Macintosh, Windows, and Windows NT workstations.

    
• Must be available as needed on an "on-call" basis to respond to IT emergencies.

    
• Responsible for hardware and software maintenance.

    
• Engineer layouts for network wiring and make recommendations for proper installation.

    
• Troubleshooting network problems.

    
• Responsible for operating and maintaining Linux, Macintosh, and Sun servers, including RAID drives.

    
• Research, recommend, and coordinate implementation of any changes to current systems.

    
• Maintain e-mail server and e-mail accounts.

    
• Maintain FTP server and FTP accounts.

• Maintain hardware and software for company web sites.

Marginal Job Function:


• Coordinate training of end-users.

    
• Research new technology - keep current on market trends.

    
• Assist in physical wiring of network connections.

    
• Assist in web page creation using HTML.

• Maintain and troubleshoot problems with computer peripherals, including (but not limited to) laser printers, CRTs, external drives, scanners, and image setters.

Qualifications:


To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Education and/or Experience:


High School degree or GED is required. Requires prior experience with Macintosh-based systems and servers. Must have experience with Appletalk and TCP/IP network. Requires sound knowledge of functionality of networking equipment and Internet protocols. Must be familiar with LAN operations.

Language Skills:


Ability to read, analyze, and interpret general business periodicals, professional journals, or technical procedures. Ability to write reports and business correspondence. Ability to effectively present information and respond to questions from groups of managers, clients, customers, and the general public.
Mathematical Skills:


Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common fractions, and decimals. Ability to compute rate, ratio, and percent.

Reasoning Ability:


Ability to define problems, collect data, establish facts, and draw valid conclusions. Ability to interpret a variety of instructions furnished in written, oral, diagram, or schedule form. Ability to interpret and write computer programs.

Other Skills and Abilities:


Requires knowledge of UNIX, Windows, Windows NT, and Mac OS operating systems. Working knowledge of HTML preferred. Familiarity with SQL and PERL helpful.

Physical Demands:


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 talk or hear and use hands to finger, handle, touch; frequently required to walk, stand, or sit. Occasionally required to climb. crouch, or bend.

The employee must occasionally lift and/or move up to 25 pounds. This usually involves lifting monitors and computers up to four feet and carrying no further than 10 feet.

This position requires close vision and the ability to distinguish colors.

	Acknowledgement:

I have received a copy of my job description and I understand the requirements of the Bindery Operator position.



	Employee’s signature


	Date

	Supervisor’s signature


	Date



