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Job Description

Job Title:
Network Administrator
Job Code:
SE2880
Job Grade:
2
SJC Code:
BCCKP2

Reports to:  
Manager
EEO-1/Job Family:
Professional
Supervises:
None
Created/Revised:
February 22, 2006
Ed/Exp:
BA/5 Years
Travel:
< 10%
Lic/Cert:
None
Environment:
General Office


Objective: To monitor and conduct network administration in compliance to service requirements, and contractual relationships, and budgetary limits.  To provides full-performance technical support and troubleshooting of networks, servers, and networked environments. To establish and maintain network engineering for voice circuits, data circuits, network devices/hardware, firewall administration, and all related security. To maintain a state-of-the-art knowledge and proficiency in network administration software and hardware technologies. To act as a single-point of contact for the delivery of network administration services.
Essential Functions: 

1. Performs Intel server administration, including maintenance of active directory, Intel applications, and related hardware.

2. Establishes and maintains network engineering, including voice circuits, data circuits, network devices/hardware, firewall administration, and all related security.

3. Performs UNIX and/or Linux server administration, including NFS, accounts, OS-related patches and updates, hardware integration.

4. Performs server and/or system back-ups for Intel, UNIX, Linux, and desktop environments.
5. Provides desktop support to designated locations as scheduled, requested, or required.

6. Conducts network administration in compliance to contractual and budgetary limits, monitors existing contracts for compliance to terms and conditions, and takes remedial action, as directed.
7. Provides full-performance technical support and troubleshooting of networks, servers, and networked environments.
8. Maintains compliance to security protocols, including enforcement and administration of network security policies and services through firewalls, proxy services, LANs, WANs, VPNs, and VoIP.
9. Plans, designs, tests, evaluates, implements, integrates, and validates network systems, servers, and services. 
10. Maintains a state-of-the-art knowledge and proficiency in network administration software and hardware technologies.
11. Provides technical direction or guidance to management and staff, as required or requested.
12. Acts as a single-point of contact to designated business units for the delivery of network administration services.

13. Expedites the resolution of network administration problems, issues or service deficiencies, as directed.

14. Conducts original presentations on the delivery network administration services to internal teams, management and others, as requested or required.

15. Performs other related duties, including special projects, as requested or required.

Education/Experience: Bachelor’s degree in information technology, with an emphasis in network administration, or the equivalent combination of related training, proficiency and experience.  A Master’s degree is preferred.  Five (5) or more years of related experience, or the equivalent and validated proficiencies.
Skills, Knowledge & Abilities: Demonstrated proficiency monitoring and conducting network administration in compliance to service requirements, contractual relationships, and budgetary limits.  Demonstrated proficiency providing full-performance technical support and troubleshooting of networks, servers, and networked environments. Demonstrated proficiency establishing and maintaining network engineering for voice circuits, data circuits, network devices/hardware, firewall administration, and all related security.  Demonstrated proficiency maintaining a state-of-the-art knowledge and proficiency in network administration software and hardware technologies.

Demonstrated proficiency acting as a single-point of contact for the delivery of network administration services.  Demonstrated proficiency performing as team player with demonstrated to achieve success by collaborating with cross-functional teams.  Demonstrated subject matter expertise with proven hands-on experience in developing, maintaining and evolving networks.  Demonstrated experience conducting original research and analysis, and the consistent achievement of projected results based on analysis performed.  Demonstrated effective and diplomatic oral and written communication skills, including making scheduled/unscheduled presentations before diverse domestic and international business development teams, executive management, and external clients.  Demonstrated experience using diplomacy to negotiate, to resolve service conflicts, and to persuade others to embrace strategies proposed.  
Licensure/Certification: None.

Performance Requirements: Employee must comply with Jeppesen’s policies and procedures, including but not limited to: attendance, harassment, EEO/AA, confidentiality, security, safety, conflict of interest, ethics, copyright and patent, and use of company equipment/products/services, etc.
Physical Requirements: Character and scope of essential functions require constant sitting, seeing, hearing, repetitive motion, and occasional lifting of general  office materials [reams of paper, telephone books, flight manuals, binders, etc., typically weighing ten (10) pounds or less.  Employee must comply with safety and security requirements, and wear Personal Protective Equipment (PPE) as requested or required.
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