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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 Systems Administrator
	Job Title:
	Network Systems Administrator
	FLSA Status:
	

	Department:
	
	Reports To:
	

	Prepared By:
	
	Prepared Date:
	

	Approved By:
	
	Approved Date:
	


Summary

The Network Systems Administrator is responsible for the configuration, operation, maintenance and optimization of the Company XYZ’s network, systems hardware, software and virtual infrastructure.
Essential Duties and Responsibilities

1. Evaluates and installs software patches on servers, network equipment and end-user devices (wired and wireless) and completes updates as required.
2. Works with IS team and internal users to troubleshoot network, hardware, and software issues; responds to security incidents and performs routine security audits.

3. Creates and maintains policies, procedures and all documentation for server, network, software, and hardware standards, including, but not limited to, configuration, topologies, security, back-up and archiving.

4. Coordinates research and recommendations on potential hardware, software and equipment purchases.

5. Establishes and maintains network testing environment and resources.  Schedules upgrades and collaborates with network architects to optimize network.  Graphs, reports, and troubleshoots issues with server utilization, network traffic and disk space utilization.

6. Assists with coordination of external resources, including vendors, consultants, and other agencies.

7. Operates and maintains Unified communications and mobile device management systems.

8. Administers Microsoft, Novell, Linux servers and Active directory.

9. Stays current with technology through resourcing publications and educational opportunities.

10. Maintains when scheduled for on-call duty 24x7 availability for support of company networks, staff and external ISP customers.  Shares responsibility to provide 24x7x365 support availability to on-call IS staff as needed to escalate support issues.  The Network Systems Administrator and the IS Manager share responsibility to support on-call staff in addition to each of them also taking a week of on-call duty.

11. Performs other duties as requested.

Knowledge and Skill
· Associate’s degree or two year program with certification in Information systems and three years of experience   

· Bachelor’s degree in Information Systems or related field is preferred

· Demonstrated customer service skills
· Demonstrated communication skills
· Certification in Cisco CCNA and/or Microsoft MCSA is preferred
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 frequently required to sit; talk or hear.  The employee is regularly required to stand and walk.  On occasion the incumbent may be required to stoop, bend or reach above the shoulders.  The employee must occasionally lift up to 25 pounds (storage boxes).

Work Environment

The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

	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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