Job Description

System Administrator


	Company Name
	

	Employee Name
	     

	Reports to: 
	Controller

	Hire Date
	     

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

	Status
	Non-Exempt


This Job Description reflects management's assignment of essential functions. It does not prescribe or restrict the tasks that may be assigned. Management reserves the right to amend or modify this Job Description at any time in its' sole discretion

Overview:

The System Administrator coordinates the maintenance, support and installation of computer hardware and software to assure system and information availability and integrity.

Essential Duties & Responsibilities:


• Works with department managers and controller to review computer hardware and software needs, obtain price quotes, make recommendations, install and maintain personal computers, printers and software on our network,

• Assist users in learning and using software and hardware. Determine training needs and develop education programs. Supports users with technical advice and problem resolution.

• Performs troubleshooting to isolate and diagnose system, hardware, or software problems. Performs preventive maintenance and installs upgrades on hardware and software. Coordinating the movement of computer equipment.

    
• Maintains the computer network.

    
• Develops and administers a system for log-on and data base security. Responsible for maintaining the 

emergency backup system, which includes controlling copies of data and programs stored off site.

• Ability to read and analyze general computer related periodicals, technical procedures, various program languages and installation manuals. Ability to effectively present information and respond to questions from computer vendors, managers and other associates of the organization.

• Ability to apply common sense to carry out instructions furnished in written, oral, or diagram form. Ability to deal with computer related issues and resolve problems.

    
• Ability to operate office equipment including a computer, telephone, calculator and photocopier.

• While performing the duties of this job, the associate is regularly required to sit and use hands to finger, handle, or touch objects, tools, or controls. The associate frequently is required to talk or hear. Specific vision abilities required by this job include close vision and the ability to adjust focus.

Additional Duties & Responsibilities:


• Accurately and timely prepares the payroll, sales and prepaid journal entries. Posts all month end journal entries.

    
• Prepares the monthly sales tax report and other sales reports.

    
• Prepares the daily bank deposit.

    
• Performs various procedures as a backup for other associates as needed.

    
• Performs other duties as requested.

Key Performance Indicators:


• Quality and quantity of work (compared to expected level of accuracy and productivity, and includes reliability in checking your own work and the work of other associates that affects your work to ensure accuracy)

    
• Dependability (attendance and reliability to complete tasks on time)

    
• Knowledge, judgment, independence, creativity, initiative, and ability to work with people while 

following company policy

    
• Achieving mutually agreed upon goals on time

    
• Ability to recognize and deal with priorities, rush work, and problem situations in a productive and 

effective manner

    
• Ability to firmly and tactfully handle the satisfactory resolution of job related problems and issues.

    
• Amount and quality of suggestions to continually improve our policies and procedures

    
• Willingness and initiative to enhance skills and capabilities

Educational Background & Experience:


• Requires an associate degree in computer science from a two-year college or technical school plus one year of relevant experience to become familiar with computer operations, or four years of progressively responsible experience, or a combination of education and experience.

• Requires a working knowledge of various word processing and spreadsheet software used by the company.

    
• Knowledge of printing industry terminology and software is preferred but not required.

Miscellaneous Position Requirements:


• Must be able to pass any required company drug tests.
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