UNIX SYSTEMS ADMINISTRATOR -- Job Description

St. Olaf College 

Information and Instructional Technologies

April 2006

ABILITIES, KNOWLEDGE, AND SKILLS

*
B.A. or B.S. degree, preferably in Computer Science

*
5 years experience with UNIX, C, and perl experience; 3 year experience with HTML

•
5 years experience managing a UNIX-based system(s) (prefer Solaris or Linux)

*
Experience managing a Windows or Netware system a plus.

*
Familiarity with Multiprotocol Internetworks

*
Ability to work with confidential data.

*
Well-versed in the Windows operating system and familiarity with Macintosh OS

*
Strong organizational and written communication skills

*
Effective managerial, interpersonal, supervisory, oral communication skills

*
Ability to work effectively in a team environment

The UNIX Systems Administrator is a member of a team-oriented staff and shares in the responsibility of providing the St. Olaf community with computing services.  The central systems are team-managed, with this position providing primary support for the UNIX-based servers.  In addition to providing support for the UNIX systems, duties will include serving as a technical consultant, on enterprise—wide projects, providing systems programming support to the SIS project, assisting with Windows based systems, supporting assigned academic departments, and a variety of other duties. The UNIX Systems Administrator reports to the Director.

45%-SYSTEM SERVICES

--Serve as the primary systems manager for the UNIX-based servers. Duties include:

1.
Monitoring system performance.

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

3.
Monitoring and attending to file system usage.

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

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

6.
Maintaining system security, applying virus, operating system, and database patches and upgrades as needed.

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. Monitoring web sites, list serves, etc. for system and network vulnerabilities and responding as needed.

--Develop policies and maintain procedures for the timely creation of user accounts, the restoration of accounts and files, changing passwords, assigning storage quotas, and other related tasks.

--Work with the Systems Team to implement a yearly security audit process for all systems, as well as enhance the current security measures.
--Serve as the secondary support member for Novell Netware and Windows servers.

--Research and recommend new hardware platforms (desktop computers, servers, peripherals, etc.)

35% -- SYSTEMS PROGRAMMING

--Provide systems level programming support to the SIS project.

--Provide systems integration programming and consulting.

--Serve as a technical consultant on enterprise-wide projects.

20% -- USER SUPPORT

--Serve as the IIT Staff Liaison to academic departments as assigned by the Director. Duties include:

1. working with department faculty on the development of their computing skills, 

2. installing department and lab software, 

3. arranging special workshops and sessions of interest to the academic departments

4. supervising the student computing assistants

5. researching. reviewing, and testing new applications and technology ideas applicable to the academic departments

6. coordinating the installation of department labs

7. participating in technology meetings, workshops, etc. held by and for the departments.

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

--Work with IIT staff to prepare both local and vendor software for IIT and public use.  This involves thorough testing and evaluation of all new software packages, including documentation.

--Provide consulting services to St. Olaf faculty and staff to help develop ideas for innovative projects involving academic and business computing, including recommendation of appropriate hardware and software.

--Participate in the development of suitable networks and recommend appropriate hardware and software for departments and offices.

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

--Provide programming support to the staff of the Information and Instructional Technologies staff.

--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 UNIX Systems Administrator interacts with faculty, students, and staff on a daily basis.  He or she also interacts with Deans and Department/Office heads as needed.

WORK SCHEDULE

The UNIX Systems Administrator is a full time position.  Evening and weekend hours are required. 

