CITY OF SHORELINE
NETWORK ADMINISTRATOR

Class specifications are intended to present a descriptive list of the range of duties performed by employees in the class.  Specifications are not intended to reflect all duties performed within the job.
DEFINITION
Responsible for the operation of the City’s computer network including software and hardware linking computer systems in various departments and divisions; supervises the technical support staff and ensures that high quality support and services are provided to City employees using the network and desktop computers; provides assistance to City staff with desktop computer problems requiring expert troubleshooting and problem analysis skills.

SUPERVISION RECEIVED AND EXERCISED
Receives direction from the Information Systems Manager. 

Supervises the Computer Network Specialists.

ESSENTIAL AND MARGINAL FUNCTION STATEMENTS Essential and other important responsibilities and duties may include, but are not limited to, the following:
Essential Functions:
1.
Responsible for maintaining the overall health of the City’s computer network system.  Troubleshoot 

and resolve problems within the City computer network.  Design and implement solutions to ensure 
a minimum of delay for employees using the network.

2.  Supervise the technical support staff including the Help Desk function.  Provide direction, training, and assistance with problems encountered by staff.  Ensure that quality service with an emphasis on customer satisfaction is provided to City employees using the network and desktop computers.  Conduct performance appraisals and investigate and resolve personnel problems.

3.  Research and maintain knowledge of current network computing technologies to ensure the City’s awareness of state-of-the-art software and hardware.  Assist the Information Systems Manager with planning for future acquisitions and upgrades to equipment and software.

4.  Act as a technical expert to assist City employees with complex desktop computer hardware and software problems.  Handle difficult and complex network and desktop computer and software problems that cannot be resolved by the technical support staff.

5.  Review, test, and determine whether desktop computers and various hardware components meet City standards for quality and network compatibility.  Recommend items for purchase or to be placed on approved purchase lists for departments.

6.  Develop and utilize systems to monitor and maintain the computer network.

7.  Develop technical specifications and system requirements for Request for Information (RFI) and Request for Proposal (RFP) documents.  Review bids and proposals and make recommendations for vendor selection.

8.  Maintain documentation of the network system including installations, problems, fixes and upgrades.

9.  Install and maintain network software and hardware linking City employees and departments.

10.  Provide training to other IS Division staff and City employees on the network system, and how to use the capabilities of the software.

11.  Work with other Division staff to implement and resolve problems associated with communications, methods, and protocols used between various City computer systems.

Marginal Functions:
1.
Move computers from one location to another.  Set up and test new computer hardware configurations, perform diagnostics on desktop and network systems, connect cables, disassemble and replace parts as needed.  Inspect network cables.  Use computer diagnostic equipment.

2.
Perform related duties and responsibilities as required.

QUALIFICATIONS

Knowledge of:
DOS operating system, Microsoft Windows, Windows NT, Novell Netware, and  Cisco Router Administration.

Network operating systems and frame relay capabilities and functions.

Ability to:
Establish and maintain effective working relationships with employees, other Division staff, contractors and vendors.

Display strong written communication skills for corresponding with City employees, vendors and contractors.

Demonstrate strong supervisory skills including planning and organizing, interpersonal sensitivity, problem
solving, decision-making, flexibility, and time management skills.

Develop, update and implement a desktop computer training plan using a variety of methods and media, e.g.,

           publications, lectures, audio-visuals and individualized instruction.

Provide comprehensive working knowledge of the operation of desktop computers, related data 

           communications, and local area networks.

Effectively use a variety of hand tools, test equipment, and diagnostic software for assembling and 
evaluating and repairing systems.

Demonstrate knowledge of the functions of City departments, standard City office operations and procedures, 
interdepartmental working relationships, and City and State law governing work performed.

Maintain the absolute confidentiality of all sensitive files and materials accessed, discussed or observed while

           in the performance of duties.

Display willingness and responsiveness to call-outs in the evening and on weekends.

Maintain physical ability to perform the essential functions of the position.

Establish and maintain effective working relationships with those contacted in the course of work

Experience and Training Guidelines
Any combination of experience and training that would likely provide the required knowledge and abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:

Experience:

Minimum 4 years working with computer applications, including network software and hardware 



troubleshooting and repair (prefer Windows, Windows NT and Novell network software)


Use of a protocol analyzer and open system interconnections (OSI). 


Use of  Transmission Control Protocol/Internet Protocol packages (TCP/IP).


Training:
Bachelor's degree or equivalent with primary emphasis in information systems management, business computer programming, mathematics or related field.

Special Requirement:

Due to access to privileged information contained in the City’s computer system, applicants must pass a police  criminal convictions records check prior to hire.

WORKING CONDITIONS


Environmental Conditions:


The work performed is in an office environment with frequent visits to customer workstations.


Physical Conditions:


Works extensively at a computer workstation.  The work involves occasionally inspecting cables in 
floors and ceilings to identify and solve problems.  Works with a variety of hand tools and computer 
diagnosis equipment to identify, repair and solve problems.

PRIVATE 
Note:
1.
Any combination of education and experience may be substituted, so long as it provides the desired skills, knowledge and abilities to perform the essential functions of the job.

2.
All requirements are subject to possible modification to reasonably accommodate individuals with disabilities.  However, some requirements may exclude individuals who pose a direct threat or significant risk to the health and safety of themselves or other employees.

3.
While requirements may be representative of minimum levels of knowledge, skills and abilities to perform this job successfully, the incumbent will possess the abilities or aptitudes to perform each duty proficiently.

4.
This job description in no way implies that these are the only duties to be performed.  Employees occupying the position will be required to follow any other job-related instructions and to perform any other job related duties requested by their supervisor.

I have read and understand this class description.

PRIVATE 
Signature

Date

