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JOB DESCRIPTION

Section 1

IDENTIFYING INFORMATION

Volunteer Position Title:  Network Administrator
Supervisor’s Title:  Director of Operations
Section 2

POSITION SUMMARY

This Volunteer position, reporting directly to the Director of Operations is responsible for all aspects of IT-network infrastructure, including upgradation of existing network, network equipment, servers, and software applications. 
The Network Administrator’s responsibilities include analyzing the current network structure and making a plan on how to make the network more efficient,  setup cloud-based backup, upgrading all computers, establishing network specifications by conferring with users, analyzing workflow, information, and security requirements, designing router administration including routing protocols for remote access of users.
Section 3
DUTIES AND RESPONSIBILITIES
· Work closely with managers to determine future network needs and plan for network changes

· Analyze the current network structure and submit a plan to manager on how to make the network more efficient

· Upgrades network by conferring with vendors; developing, testing, evaluating, and installing enhancements

· Setup remote access for users

· Setup cloud backup

· Upgrade all network computers including applications, firewall and backup
· Prepares users by conducting training, providing references and support
· Protects organization's value by keeping information confidential.

Section 4  
QUALIFICATIONS

Education

· Degree/diploma in a computer-related field required (Bachelor’s degree preferred)

Experience

· 2+ years’ experience in IT management 
Equivalent combinations of education and experience will be considered.

Skills/Knowledge/Abilities

· Network Performance Tuning, LAN Knowledge, Network Design and Implementation, 
· Problem Solving, Network Planning, Technical Understanding
· Clear, articulate and confident written and verbal communication skills.

· Demonstrated strength in meeting deadlines and attention to detail.
· Ability to work effectively with others, yet also able to work independently with minimal supervision.
· Respects the confidentiality of information received in the course of fulfilling job responsibilities.

· Independent initiative and ability to be proactive in a team environment.
· Personal and professional values consistent with the Independent Living philosophy.
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