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	Systems Administrator
	Pay Band: 10



	Job Purpose:
	To be responsible for the operation, support and development of IT systems and infrastructure (Housing Services/Revenues and Benefits/Customer Services)


	What are you expected to do?	

	· To take a lead role in the development and implementation of IT systems as directed by the service manager.  Identifying and resolving any interface issues between systems and coordinating, preparing and delivering staff training.
· To take a lead role in the review and research of IT systems, investigating requirements when changes in policy, procedures, service needs and customer demands are made, producing recommendations and writing reports as required.  To ensure the service makes the best use of its IT systems, delivering efficiencies where possible.
· To participate in the project management, procurement and implementation of new IT systems and system enhancements.  
· To act as the primary contact for the service in relation to its IT systems, ensuring effective liaison with external software and hardware suppliers.  To participate in the negotiation, management and monitoring of IT system contracts, licenses and lease agreements and representing the service at any IT liaison meetings, user groups and workshops.
· To manage and be responsible for the integrity testing of all new releases of IT software for the service, ensuring the documenting of all testing, recording of outcomes and the identification and reporting of any errors or discrepancies.
· To maintain user security and access to IT systems, responding to authorised requests to set up new users and change details.  To implement and respond to all internal system audits and information governance recommendations and requests.
What you need to do it?
· Approximately 3 years’ experience and knowledge of the implementation, development and support of IT systems
· Understanding of General Data Protection Regulations and information governance legislation
· Approximately one years’ experience of administering and leading on IT systems, extracting data and producing management reports
What you need to be successful?
· Have highly effective interpersonal skills and be able to communicate both orally and in writing to a wide range of audiences, to provide training to staff, and to write clear and concise reports and presentations to senior management
· Be able to interpret complex information and legislation
· Be able to produce statistical reports, analyse problems and adopt an innovative approach to finding solutions
· Ability to prioritse workloads, determine priorities and work under pressure to meet tight deadlines.  Use inititiatve and make decisions outside immediate policy and procedure,without reference to a Manager.
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