Job Description (External)

GENERAL INFORMATION

Job Title:
Sharepoint ADMINISTRATOR
Start date: 
ASAP
End date: 
year or more
Utilization: 
100%
JOB PURPOSE

The Administrator is responsible for the enhancement, operation, administration, maintenance and support of the company’s Enterprise Applications, focusing primarily on the iLearn, eSDMS, and SharePoint environment. 
ACCOUNTABILITIES
· The Administrator will work jointly with the DRT Service Operations Manager and Process owners to design, implement, configure, and update GIS Document / Records & Training management systems (i.e. primarily iLearn, eSDMS, and Sharepoint Environment).

· Coordinates with other team members and departments to achieve project success.

· Demonstrates a knowledge of SharePoint 2010, or higher, and Enterprise class applications

· Enhances and configures application functionality to meet business needs. Work with customers to identify and define requirements for changes.

· Provide technical expertise for applications
· Identifies, diagnoses, debugs, and resolves technical problems.  Documents and conveys causes and resolutions

· Plans and implements solutions for growth, performance, redundancy, and disaster recovery for applications

· Plans, coordinates and schedules resolution events with all relevant internal and external customers

· Communicates effectively with a wide range of audiences (technical and non-technical, internal and external), and in a wide range of settings (e.g., one-on-one, small group, in person, conference calls and via e-mail).

· Independently identifies and suggests solution and process improvements

· Documents changes.

· Creates and maintains documentation.

· Works with confidential and proprietary company and client data.

· Contributes to team development and performance to achieve team goals.

Does this position refer to support, related to end-user support, or is this focused more on the server administration side of things? 
We do not administrate servers. We administrate applications (Sharepoint, SABA lerning platform) related to documents/training and intranet.
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	Other Dimension Considerations




EDUCATION / EXPERIENCE

	EDUCATION

Essential:

· SharePoint - focusing on 2010 and/or 2013 versions.
· Specific knowledge of tools used to install and maintain applications, e.g. Server Administration (Sharepoint Server 2007 and higher), Database Administration (SQL Server 2008 or Higher)

Desirable:

· Web Server Administration (IIS 6.0 and higher)
· Preferred certification in at least one of the following: MCP, MCSA, MCSE, MCITP or MSDBA

	EXPERIENCE

· 3+ years’ experience in SharePoint administration, focusing on 2010 and/or 2013 versions. 



	PRODUCT/MARKET/CUSTOMER KNOWLEDGE

· 

	SKILLS/JOB RELATED KNOWLEDGE

· Data analysis and reporting skills preferred (e.g. SQL,  SQL Reporting Services, Crystal Reports)

· Experience with administration tools such as PowerShell, performance monitoring tools, audit & compliance tools.

· 

	NETWORKS 

· 

	OTHER

· Fluent English written and spoken, other languages a bonus
· Self-starter; ability to complete assigned tasks with minimal direct supervision

· Excellent interpersonal and teamwork skills

· Excellent verbal and written communications skills
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