	JOB DESCRIPTION

	Position:  System Administrator 
	Department:  Administrative

	
	

	Position reports to:  Office Manager/CFO/General Manager
	Date:  ______________

	General Description:

	The System Administrator provides maintenance and support of in-house DMS system and various networks.

	Duties and Responsibilities:

	Daily backup of data and maintenance of disk space with performance information.

	Prompt installation of software updates

	Change forms design as required.

	Replace defective equipment with spare equipment and coordination of bids for new purchases.

	Call vendor support when necessary (although the employees should make most software calls.

	Provide reports to managers and reformatting of forms and letters.

	Train new personnel on software and attend all update classes.

	Maintain guidelines for databases and field entries to provide uniformity of data.

	Create and maintain a central technology documentation binder that includes the name of the vendor, phone numbers, passwords, warranty, a copy of the contract and billing for all computer systems, phone systems, and various electronic equipment.

	Provide the technology committee with a budget each month of suggested upgrades and enhancements to software and hardware.

	Maintain security profiles and passwords for each system.

	Provide ongoing training of employees of key software features.

	Periodically score each department’s level of computer utilization and make recommendations to the technology committee for improvements.

	Keep an extra set of manuals for each system in the system administrator’s office.

	Review the website functionality (submit form to email address) periodically and ensure that data on the website is current and accurate.

	

	

	

	Skills Required and Physical Demands:

	1.  Former automotive system administrator or 2-year 

	    technical degree in computer science or certification as a system engineer.

	2.  Ability to lift and carry 50 pounds.
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