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Job Description 
USD 265 – Goddard Public Schools 

 
POSITION:    Network Administrator 
 

RESPONSIBLE TO:   Director of Technology 
 

EVALUATED BY:   Director of Technology 
 

TERMS OF EMPLOYMENT: Classified, Hourly rate of pay, 12 month position 
 

PURPOSE OF POSTION: This individual is responsible for operating, maintaining and administration of the district 

network (LAN/WAN), the administration of district’s data network including 

management and maintenance of wired and wireless network. Additional responsibilities 

include network security, threat management, and generation of reports as needed. 

Essential Duties: 
1. Administers, monitors, and maintains the district’s LAN/WAN networks, internal, external, and telephony connections and 

Web filtering. 
2. Responsible for developing processes and operating administrative duties (security, backups, maintenance, archives, and 

disaster recovery). 
3. Serves as a backup (cross-trained) to the System Administrator of the district’s server network, server security, Active 

Directory, data backups, archives, SAN and virtual environments.  
4. Troubleshoots hardware and software issues. Plans and administers security on the district’s network. 
5. Produces and analyzes network management reports and addresses each issue appropriately.   
6. Assists with bid requests and equipment acquisition; Plans upgrades to equipment on the network.   
7. Maintains & updates network plan and keeps current documentation.  Works with architects/planners on network development 

projects. 
8. Serves as liaison with support service and supply vendors.  
9. A classified employee may be transferred at any time to any job which he/she is qualified to perform and when the transfer is 

deemed to be in the best interest of the district. 

10. Other tasks as assigned. 
 

Qualifications:   
1. Degree in Information Systems or 3-5 years previous successful experience in server/client systems administration. 
2. Experience with client management and deployment software, such as Microsoft SCCM or Altiris Deployment server 
3. Extensive knowledge of switches, routers, firewalls, wireless, network security, and network monitoring software. 
4. Effective oral and written communication skills. 
5. Experience in working with inventory management. 
6. Ability to organize and coordinate multiple activities at one time 
7. Knowledge of networking and data communications, and systems management. Prior experience with current Windows 

operating systems, Active Directory, and a working knowledge of network equipment and monitoring software. 
8. Ability to establish effective working relationships with the school community - ability to work as part of a team. 
9. Knowledge of software and hardware on PC and Apple platforms. 
10. Must have a valid driver’s license. 

ATTENDANCE REQUIREMENTS:  
A forty (40) hour work week is required.  Attendance to district computer coordinator meetings and designated training sessions is 

required. 

PHYSICAL REQUIREMENTS/ENVIRONMENTAL CONDITIONS: 
1. Manage all duties with the mobility, agility, dexterity, and focus observation it takes to meet standards of performance. 

2. Moderate environmental conditions and noise levels. 

PERFORMANCE STANDARDS: 
1. Must support district mission, goals, and objectives. 
2. Must meet standards in a time sensitive manner as determined by the Director of Technology. 
3. Must demonstrate language arts and communication skills:  sentence structure, spelling, punctuation, speaking, and the ability 

to handle routine and sensitive correspondence and communication. 
4. Must perform essential duties. 
5. Must meet all safety requirements as directed by the district. 
6. The individual in this position will be evaluated by the Director of Technology. 

 

I have read and understand the above job description and can comply fully with all requirements. 

 

   

Employee Signature  Date 

   

Supervisor Signature  Date 

 


