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JOB DESCRIPTION




	Job Title: System Administrator
	Job Code:  JE2872

	Department: Infrastructure Services
	Date Created:  September 1999

	Grade:  B2
	Revision Date: March 2004

	Summary: Creates and maintains the operating systems and associated systems software used in support of application programs.  Coordinates and ensures completion and follow-up of all projects, problems, and changes on applicable hardware and software systems.


	Principal Responsibilities:

1. Maintains the operating system and all related system software and hardware.

2. Ensures availability of the operating system environment.

3. Monitors and tunes all components of the operating system.  

4. Creates and Manages changes to the operating system and coordinates these changes with the user community.

5. Installs and maintains system software and hardware.

6. Performs feasibility and cost/benefit analysis of new system software and hardware.

7. Creates detailed project plans, test plans and impact analysis documents for software installation and upgrades. 

8. Ensures policies, standards, and procedures are adhered to and system controls are adequate.

9. Participates with other teams on architecture issues. 

10. Participates in the training of other associate system administrators.  

11. Participates in technology evaluations and selections, including development evaluation criteria and procedures, vendor product research, and RFI/RFQ/RFP development. 

12. Creates documentation and provides training for data center operations. 

13. Performs troubleshooting activities. 

14. Provides 3rd level support for daily operations.

15. Participates in the design, integration, common implementation, and validation of specific systems and services.
16. Performs other related functions, including special projects, as required or requested.



	Reports to:  Technical Lead

	Supervisor Responsibilities: None

	Education/Experience Requirements:
Bachelor’s degree in Computer Science or related field preferred or equivalent combination of training or experience.  Four (4) years in system administration.  
Aviation knowledge and experience is desired.

	Competencies: (51) Problem Solving, (68) Learning from Experience, (61) Technical Learning, (33) Listening, (32) Learning on the Fly, (24) Functional/Technical Skill, (11) Composure, (16) Timely Decision Making, (43) Perseverence, (62) Time Management

	Travel: Less than 15%

	Environment: Office

	Physical Requirements: Sitting/Standing, Seeing/Hearing, Repetitive Motion: N/A, Lifting: No


Note:  The statements contained herein are intended to describe the general nature and level of work being performed by employees assigned to this job.  Employees may be required to perform any other job-related duties as requested by their supervisor.
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