NT SYSTEMS AND DATABASE ADMINISTRATOR -- Job Description

St. Olaf College

Information and Instructional Technologies 

April 2004

ABILITIES, KNOWLEDGE, AND SKILLS
*
B.A. or B.S. degree, preferably in Computer Science

*
3 to 5 Years experience managing an NT server

*
3 to 5 Years experience with SQL

*
Well-versed in Windows Operating Systems and familiarity with Macintosh 

*
Experience with the UNIX, NT or AS/400 System a plus.

*
Experience in a higher education institution a plus.

*
Strong organizational and written communication skills

*
Effective managerial, interpersonal, supervisory, oral communication skills

*
Ability to maintain confidentiality.

*
Ability to work effectively in a team environment

The NT Systems Database and Software Administrator is a member of a team-oriented staff and shares in the responsibility of providing the St. Olaf community with administrative computing services.  The administrative central systems are team-managed, with this position providing primary support for the NT-based servers.  The NT Systems Database and Software Administrator is the lead programmer and support staff member for the Advancement Division's central database.  The NT Systems Database and Software Administrator also serves as a backup for the UNIX and AS/400 servers and systems.  The NT Systems Database and Software Administrator reports to the Director of IIT.

70%-NT SYSTEM AND DATABASE SERVICES
--Serve as the primary systems manager for the Advancement Division NT-based servers and databases.   Duties include:

1.
Monitoring system and database performance.

2.
Maintaining servers according to the campus standards, policies, and documentation.

3. Monitoring and attending to file system usage and database space utilization.

4. Scheduling jobs to minimize degradation of system performance.

4.
Rapidly responding to maintenance needs, including weekends and evenings.

5. 
Ensuring the daily backup of all server and database data and retrieving data from backup tapes as necessary.

6.
Maintaining system and database security, including virus, operating, and database patches and updates.

7.
Maintaining user accounts on assigned systems (making/deleting accounts, changing passwords).

8.
Generating computer operating statistics for operational review and planning.

9. Assisting with the review and recommendation of server and network hardware and software.

10. Serving as the primary troubleshooter for technical problems and issues.

--According to IIT campus-wide computing policies, provide timely maintenance of user accounts, the restoration of accounts and files, changing passwords, assigning storage quotas, and other related tasks.

--Serve as a backup support member for AS/400, NT, and UNIX-based servers.

--Research and recommend new hardware platforms (desktop computers, servers, peripherals, etc.)
--Serve as the primary designer, programmer, and maintainer of internally developed code.

--Serve as a consultant to the Advancement Office to help develop ideas for innovative enhancements to the system.

--In consultation with the Advancement Division Data Manager, conduct training sessions and tutorials for members of the Advancement Division staff and for the users of their system.

15% --SOFTWARE SYSTEMS SUPPORT
--Serve as the lead programmer and consultant for assigned applications systems residing on the AS/400, NT, and UNIX systems.  Duties may include:

1.
Maintaining and updating programs as necessary.

2. Designing, testing, and implementing new modules and enhancements as required by the user.

3. Developing user-friendly menu systems that guide the user through the operation of programs and modules.  

4. Rapidly responding to software maintenance needs and problems.

--Assist with the development, enhancement or implementation of the Admissions and Financial Aid SAS and SMS systems.

5% -- USER SERVICES

--Respond to user’s phone, walk-in, and Helpdesk inquiries in a timely fashion.

--Work with the staff to provide documentation and handouts for the programs and services available through Information and Instructional Technologies.

--Develop, write, and modify general utility and application programs as needed and requested.

--Serve as the IIT Staff Representative to offices and departments as assigned by the Director.  Duties include working with office personnel on the development of their computing skills, arranging special workshops and sessions of interest to the offices and departments, and communicating new computing ideas to the offices and departments.

--Provide consulting and technical assistance to users of report writers, including Crystal Reports.

--Provide consulting services to St. Olaf staff and faculty to help develop ideas for innovative projects involving technology-based productivity tools, including recommendation of appropriate hardware and software.

--Conduct computer workshops and seminars on St. Olaf-supported hardware and software.

--Work with the IIT staff to provide documentation and handouts for the programs and services available through the Information and Instructional Technologies.

--Develop, write, and modify general utility and application programs as needed and requested.

5% -- IIT STAFF WORK
--Attend staff meetings.

--Participate in IIT Team assignments.

--Evaluate new technologies and software appropriate to St. Olaf.

--Prepare monthly activity reports.

--Perform other duties as requested by the Director.

CONTACTS

The NT Systems and Database Administrator interacts with staff on a daily basis.  He or she also interacts with faculty, students, Deans, Department/Office heads, or Vice Presidents as needed.  He or she also serves as the primary Millennium technical and staff representative to vendors, other institutions, etc.

WORK SCHEDULE

The NT Systems and Database Administrator is a full time position.  Some evening and weekend hours are required for emergency maintenance, upgrades, and system updates.

