SYSTEMS ADMINISTRATOR

STATUS:   Exempt
FUNCTION:   The Systems Administrator is responsible for overseeing the Woonsocket Housing Authority’s management information, data collection and information technology systems. This position serves as a liaison with each department, particularly finance, for the gathering, assimilation and dissemination of information technology. 
SUPERVISION:   The Systems Administrator reports directly to the Deputy Director.  This position oversees all contractors and WHA personnel who provide information/data collection services or training on information technology matters with WHA staff and residents and recommends corrective actions. The incumbent will coordinate with and supervise IT Specialist to assure compliance with any HUD system (PIC) requirements.  The Systems Administrator works directly with department heads to promote knowledge and understanding of the operating systems and related software.
ESSENTIAL JOB DUTIES: 

· Ability to set up, maintain, update and troubleshoot the operating system and related software on the WHA servers and department PC’s. 

· Daily monitoring of error logs to prevent/resolve network problems with the Dell Power Edge 2600 Xeon processors that run at 2.4 GHZ with 3GB RAM and mirrored 36 GB storage hard drive. The PDC used Windows 2000 Server  is configured using TCP/IP, DNA, DHCP, and WINS.
· Make recommendations regarding network improvements.
· Ability to oversee the setup, maintenance and troubleshooting of system PC’s, wireless data communications, printers, copiers, fax machines, phone system, security checkpoint access, cameras and maintenance department heating system software (Honeywell) .  

· Perform daily, weekly and monthly system back-ups.

· Maintain, update and troubleshoot Windows 2000 Server used for the Authority’s application software, Emphasys Elite, that meets conventional housing, Section 8, and accounting requirements required for reporting to the U. S. Department of Housing and Urban Development (HUD) for a Microsoft SQL based application.

· Maintain, update and troubleshoot workstations at 8 locations using Windows 2000/XP. The MS office suite (Outlook, Word, Excel, Publisher, and Internet Explorer) is used extensively.

· Maintain, update and troubleshoot the Authority’s Dell computers with a minimum of 512 MB RAM. All of the workstations have at least 64 MB RAM. 

· Maintain and oversee, in coordination with the security department, installation of all communications equipment including the following:

· Radios

· Cell phones

· Regular and long distance service

· Pagers

· CheckPoint Access

· Security camera

· Maintain, update and troubleshoot network configuration via T1 DSL line or Cisco Wireless Antennas with internet access (Cox Cable).  

SECONDARY DUTIES:

· Work on and research special projects as assigned.

· Research and recommend new software applications and hardware.

· Work with outside vendors in resolving equipment related problems.
· Train staff as necessary on updates to the information systems.
· Perform other duties as assigned.

PHYSICAL REQUIREMENTS:

The duties of this position are both office and field-based with the emphasis on research and development duties.  This position requires manual dexterity sufficient to competently use and service office equipment such as keyboard, video cameras, PC’s, Servers, etc.  This individual must also be capable of attending public meetings and making presentations to groups.  The holder of this position will be required to conduct site visits to developments and dwelling units which would include the ability to traverse over a ¼ mile at a time and to use stairs.

QUALIFICATIONS & SKILLS:

· Demonstrated ability to manage information technology and adapt to agency needs.

· Ability to set up users and user services.

· Working knowledge of software and hardware systems.

· Working knowledge of business mathematics, familiarity with accounting practices and procedures.

· Knowledge and training in social work practices.

· Above-average written and oral communication skills.

· No felony criminal convictions or convictions for crimes of moral turpitude.

· Valid driver’s license.

EXPERIENCE & EDUCATION:

Completion of a four year degree from an accredited college with a concentration in business management.  Demonstrated experience in accounting / finance with a working knowledge of information technology and data processing systems. 

