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	Sample Job Description


This is a sample job description document.  It contains some of the duties, responsibilities and qualifications typically associated with this position, but is not intended to serve as a model or advice for specific job description content and format.  Your company should add, modify or delete as needed for your purposes.
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	Sample Job Description Continued



Network Manager

	Job Title:
	Network Manager
	FLSA Status:
	

	Department:
	Information Technology Dept
	Reports To:
	Technology Director

	Prepared By:
	
	Prepared Date:
	

	Approved By:
	
	Approved Date:
	


Summary

Monitor and support the operation of the computer network including software, servers, switches, routers, hubs, modems and firewall. Support and maintain equipment in the computer laboratory.

Essential Duties and Responsibilities

This list of duties and responsibilities is not all inclusive and may be expanded to include other duties and responsibilities as management may deem necessary from time to time.

1. Monitor and maintain network hardware including servers, switches, routers, hubs, modems, firewall and wiring to ensure efficiency and reliability.

2. Monitor and maintain software including installation and testing of upgrades as needed.

3. Monitor and maintain operating systems including installation and testing of upgrades as needed.

4. Monitor and maintain auxiliary software products including installation and testing of upgrades as needed.

5. Resolve and/or prevent conflicts between network software to ensure reliability and efficiency.

6. Maintain appropriate levels of network security through establishment, maintenance and monitoring of user and passwords for all networked servers.

7. Work with the District’s contractors to maintain integrity of the network’s firewall.

8. Monitor the power conditioning units for all network hardware components, taking appropriate action to ensure hardware safety as needed.

9. Maintain and support the computers, operating systems and end-user software products and Platforms.

10. Establish and maintain beneficial relationships with the vendors and contractors of the District’s network hardware and software products.

11. Anticipate organization needs and recommend appropriate changes to the network hardware and software to accommodate them.

12. Document all procedures in sufficient detail to enable technical support staff to perform essential duties in the Network Administrator’s absence.

13. Train technical support staff to perform essential duties in the Network Administrator’s absence.

14. Work effectively with others in a team environment.

15. Other duties as assigned by Director of Technology.

Education and/or Experience

· Certified Network Engineer or Microsoft Certified Systems Engineer preferred;

· Network management experience; 

· 4 year college degree preferred

Mathematical Skills 

Ability to work with mathematical concepts such as probability and statistical inference, and fundamentals of plane and solid geometry and trigonometry. Ability to apply concepts such as fractions, percentages, ratios, and proportions to practical situations. 

Reasoning Ability 

Ability to define problems, collect data, establish facts, and draw valid conclusions. Ability to interpret an extensive variety of technical instructions in mathematical or diagram form and deal with several abstract and concrete variables. 

	Employee Acknowledgment
	
	Date:
	

	The above statements reflect the general details necessary to describe the principle functions of the occupation described and shall not be construed as a detailed description of all the work requirements that may be inherent in the occupation.


This sample document is only an example and is based on the laws in effect at the time it was written. MRA-The Management Association, Inc. does not make any representations or warranties regarding the appropriateness or prudence of using this information for any particular individual or situation. Your company should add, delete, or modify the content of this document as needed to suit your purposes. This material is for your information only and should not be construed as legal advice. In some circumstances it may be advisable to have legal counsel review final documents prior to implementation. 
For further assistance call or visit www.mranet.org, © MRA – The Management Association, Inc. 
Wisconsin: 800.488.4845  Minnesota 888.242.1359  Northern Illinois: 800.679.7001  Iowa & Western Illinois: 888.516.6357
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