
 
 
TITLE: IT Systems Administrator  
CLASS: Exempt 

 
GENERAL PURPOSE: 
 
The role of the IT Systems Administrator is to conduct information technology business, 
needs assessments, system testing, implementation, and assist the executive staff in the 
planning, managing and overseeing technical operations of the Retirement Fund.  Ensure 
computer systems are well maintained and operate reliably. 
 
In addition, the position will work existing online systems to coordinate connection capability 
and continued improvements and projects, particularly with the Pension Administration 
System and Custody Bank. 
 
ESSENTIAL AND MARGINAL DUTIES / RESPONSIBILITIES: 

Essential Functions: 

 
1. Assist in pension administration system testing and implementation.  
2. Conduct research on business system needs and projects;  
3. Compile and analyze data; prepares specifications and reports to management. 
4. As assigned, handles internal network, personal computer upgrades, testing, and 

troubleshooting, to maintain efficient systems.  
5. Oversee the technology implementation of a new systems and partner with users to 

ensure requirements are met. 
6. Responsible for website technology solution and technology maintenance.   
7. Assist in set-up and installation of office computers, software and network hardware 
8. Develop requirements for system changes or new systems and procedures for vendor 

selection.  
9. Responsible for phone system contract, support and vendor relationship. 
10. Responsible for ensuring internet connection and back up internet connection for 

business continuity.  
11. Responsible for working with vendors who provide technical tools, systems or 

hardware and ensuring availability for staff and data protection 
12. Ensures that backup, recovery and security procedures are set up and performed as planned 

and necessary. 
13. Educate and inform staff about IT protocols and cyber security while monitoring 

systems for potential issues. 
14. Update, create and maintain SharePoint site for business information and tools 



15. Responsible for physical security systems, access control and video surveillance 
cameras and well as various other building management systems in collaboration with 
the operations staff and property management.  

16. Maintain inventory of IT equipment and assignment 
17. Update strategic plan for technology and corresponding annual budget estimates to 

the executive team 
18. Work with board members to equip them with devices or access to email and electronic 

board packets. 
19. Ongoing maintenance and monitoring of the technology-based business systems. 
20. Liaison between staff and contracted vendors or internal providers to ensure business 

systems meet staff needs. 
 

Marginal Functions: 
 

1. Assist in developing electronic reports via the business systems. 
2. Research new technology solutions and costs and make recommendations to 

appropriate staff, including computers software and other technology. . 
3. Review and maintain record retention policy for electronic data. 
4. Tests systems for functionality and validity. 
5. Provides new application ideas to all areas of company there new technology can be 

utilized to gain better efficiency and improve company productivity. 
6. Perform related duties and functions as required. 
7. Compile external data request activities 

 

JOB QUALIFICATIONS: 

Knowledge, Skill and Ability:   
Must be knowledgeable in principles, theories and practices of computer science, 
information technology and public administration; principles, theories, concepts, practices, 
and terminology of governmental pension benefits; project management practices, 
methodologies, and techniques. 
Must be knowledgeable in various information systems, hardware and software capabilities 
as relates to business systems. 
Knowledge of the principles of data communications and telecommunications.  
Knowledge of micro/mini/mainframe computer operating systems.  
Knowledge of local area network concepts and fundamentals.  
Knowledge of teleprocessing and telecommunications architecture.  
Must be proficient in Microsoft office products; particularly as it relates to advanced excel 
programming functions, database support tools and SharePoint.  
Must have knowledge of networking security and other technology security principles and 
practices. 
Knowledge of hardware and software installation, testing and operation;  
Knowledge of application of computer software for automating highly diverse 
agency/organization activities.  



Must have good problem solving and troubleshooting analysis skills 
Must be a team player and be able to establish effective working relationships  
Must be able to keep information confidential whenever necessary.                            Must 
be able to multi-task and work under pressure. 
 
Experience and Training Guidelines:  
Any combination of experience and training that would likely provide the required knowledge 
and abilities.  A typical way to obtain the knowledge and abilities would be: 
 
Bachelor’s degree with major coursework in computer science, business, public 
administration, information technology, or management information systems.  Minimum 4 
years of system management or related experience at a public entity or municipal 
government institution.  
 
Must be comfortable with detail and analysis work that requires a high degree of accuracy 
and confidentiality.   

 
Material and Equipment Directly Used:  Networked personal computer, servers, copiers, 
printers, networking devices, on-line access to various systems, accounting system and 
software, custody bank data and software. 

  

Working Environment/Physical Activities:  Office environment; extensive exposure to 
computer screens; occasional out-of-town travel involved. While performing the duties of this 
job, the employee is regularly required to talk and hear. This position is very active and requires 
standing, walking, bending, kneeling, stooping, crouching, crawling, and climbing all day. The 
employee must frequently lift and/or move items over 30 pounds. Specific vision abilities required 
by this job include close vision, distance vision, color vision, peripheral vision, depth perception 
and ability to adjust focus.   
 


