
Tulare County Office of Education 

JOB DESCRIPTION Job Title: System Administrator (9828) 

Job Summary: 
The job of System Administrator was established for the purposes of assisting Information Systems team 
members. This job reports job status to the Director of Information Systems or designee. This position will support 
the Tulare County Office of Education (TCOE) in the day-to-day and project tasks associated with, but not limited 
to, workstations, peripherals, servers, network devices, and/or VOIP phones. 

Essential Functions: 

 Assists with the installation, configuration, maintenance, and support of the directory structure and directory
functions for the purpose of keeping internal systems operations available.

 Assists with the installation, configuration, maintenance, and support of e-mail servers for the purpose of
keeping essential electronic communication available.

 Assists in the installation, configuration, maintenance, and support of network devices (switches, routers,
access points, VOIP phones, etc.) for the purpose of assuring network functionality and satisfactory
performance levels.

 Assists with the installation, configuration, maintenance, and support of servers, server appliances, server
applications, and server security for the purpose of keeping the day-to-



 Ability to:  
• Communicate effectively over the telephone, in meetings, via video conferences, in a seminar 

setting, or electronically; 
• Establish and maintain effective working relationships with those contacted in the performance of 

duties; 
• Introduce and train others on server technologies; 
• Work productively in a multi-tasking environment;  
• Recognize trends in the server and operating system industry; 
• Set up and configure servers and workstations in a networked environment; 
• Maintain records and keep documentation up-to-date; 
• Keep management apprised of issues and recommend solutions for those issues. 

  
Responsibilities include: working under limited supervision using standardized practices and/or methods; providing 
information and/or advising others; and operating within a defined budget. Utilization of significant resources from 
other work units is routinely required to perform the job’s functions. There is a continual opportunity to impact 
TCOE’s services. The usual and customary methods of performing he job’s functions require the following 
physical demands: occasional lifting, carrying, pushing, and/or pulling; and some finger dexterity. Generally, the 
job requires 70% sitting, 10% walking, and 20% standing. This job is performed in a generally clean and healthy 
environment.  
 

Experience Required:  
 Four (4) years of experience working in a network and/or server environment.  
   

Education Required:  
 Bachelor’s degree in job-related area is preferred. 

 Eight (8) years of verifiable experience as a systems and/or network technician may be accepted in lieu of 
the Bachelor’s degree.   

 

Certificates, Licenses, Clearances Testing and/or Bonding Required:  
 Possession of one of the following is desirable: Microsoft Certified Solutions Expert (MCSE) or Cisco 

Certified Network Associate (CCNA).  

 Valid California Driver's License and proof of automobile insurance.   
 Department of Justice and FBI Fingerprint Response.  
 

FLSA Status:  Exempt August 
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