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Job Description:
Systems Manager
(Non-Certified, Non-Tenurable, 12 Month Position)

QUALIFICATIONS:
The Systems Manager is required to have:
¢ excellent communication and interpersonal skills and the ability to work
independently in both office and school environments;
* expertise with respect to the maintenance and enhancement of the MUJC
website;
s hands-on technical skills in hardware and network design, installation,
implementation, and maintenance of a variety of technologies;
s the ability to troubleshoot and eliminate network and intemet problems;
» the ability to assess technology needs and make cost effective
recommendations regarding system designs and deploy new technology:;
» required proficiency in HTML and other programming languages.

REPORTS TO:
School Business Administrator

DUTIES:

1. In collaboration with the Information and Data Manager and School Business
Administrator, researches and analyzes the costs of delivering the technology
program. Recommends the purchase of new equipment and the utilization of
existing equipment. Provides input for long-term budget and staffing plans.

2. In collaboration with the Information and Data Manager, purchases all district
computer hardware, software and support materials, inciuding the acquisition
and maintenance of all hardware and related technology equipment.

3. Develops, maintains, and controls an inventory of all district technology,
hardware and software, including storage, maintenance, licensing,
warranties, equipment location, and replacement schedules.

4. Provides information and recommendations to the Technology Committee
regarding e-mail accounts, integration of online resources for research
purposes, acceptable use policies, service provider contracts and provides
guidance for the integration of the Internet into district programs.

5. With the assistance of appropriate personnel, develops a long-range
technology plan and prepares the required state and federal reports.
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Systems Manager
Job Description

Monitors, surveys, maintains, and upgrades the technology infrastructure
within the district. Troubleshoots to ensure the stability, refiability, and
security of the networks, servers, Intemet, telephone, and other computer
driven systems.

Sets up new servers and reconfigures existing servers, firewalls, and web
filters. Assists the Information and Data Manager in managing the network
by defining user groups, assigning passwords, and setting up document
access privileges for each user group and by controfiing access to electronic
resources.

Ensures that the district's website is well maintained and reflects accurate
and timely information. Recommends and implements enhancements to the
website and associated web-based applications (on-line catalogs, shopping
cart, DOENET).

Programs and upgrades selected computer applications in required
programming language.

In conjunction with the information and Data Manager, trains, schedules, and
monitors the technology mentors and the completion of their tasks.

Assists, when required, the Multi-media and Technology Assistant with the
design and implementation of multi-media presentations.

Successfully completes the district's E-rate application.
Creates and implements disaster recovery and back procedures.
Coordinates the implementation and maintenance of the GPS.

Create and maintain a manual, which documents all technology processes,
procedures, and authorities.

Performs various assignments as deemed appropriate by administration and
conducts other related duties as required.




