[image: image1.png]BKN &

The Boomer Knowledge Network



Job Description | Assistant Network Administrator

The Assistant Network Administrator is responsible for assisting in the management of the organization's internal network systems to provide a stable working environment for the office information systems and coordinate the firm’s help desk.

Classification

Full Time

Reports to

Director of Internal Information Systems Summary of Responsibilities The Assistant Network Administrator is responsible for assisting in the management of the organization's internal network systems to provide a stable working environment for the office information systems and coordinate the firm’s help desk.

Essential Functions

· Maintain a stable network environment to assure maximum productivity of systems.

· Conduct daily backups of network files and test on a regular basis.

· Initiate virus detection policies and procedures.

· Implement, supervise and test the firm’s Disaster Recovery Plan.

· Learn the basic system functions of all network and utility programs.

· Provide internal office support for all office software applications and validate licensing.

· Coordinate maintenance of PCs, printers and other hardware with vendors.

· Act as liaison with external software and systems support people.

· Serve on office technology committee, regularly evaluate network resources and implement improvements.

· Implement directives outlined by the Director of Internal Information Systems.

· Organize and implement the firm’s help desk as directed by the firm’s Director of Internal Information Systems.

· Attend regular continuing professional education courses to maintain knowledge level.

Required Experience

Normally, at least 3 years experience working with Novell/Windows NT networks in a Windows environment or Novell/Windows NT professional certification with suitable experience level. Educational Requirements

· The position requires a bachelor's degree (i.e. in computer science or information systems). A professional certification from Novell or Microsoft in network software is considered desirable.

· Annual continuing education requirements must be met. Typically this requirement is in excess of 80 hours per year. Continual reading of trade publications in order to maintain technology skills will also be required.

Working Conditions

Normal office hours are 8:00 a.m. to 5:00 p.m. Monday through Friday. Occasional overtime may be required. Most work will be performed within the office but may be extended to support clients outside of the firm. There may be occasional travel overnight to out-of-town continuing professional education meetings.
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