
Computer Systems Administrator I
Department: Department of Social Services
Compensation: Salary Grade: 68; Salary Range: $42,547 - $68,075
Hours: 8:30am – 5:00pm
Deadline: Until Filled

Duties and Responsibilities
The Computer Systems Administrator I position serves as the local agency (DSS) security officer for the state of North Carolina, administering network users and securing permissions for multiple state computer systems, engaging with  DHHS as the agency’s “Security Officer” and “trouble shooter” regarding a variety of state systems. Requests, grants, resets and/or revokes security clearance to state computer systems for all staff via the State’s E-IRAAF process. Responsible for Annual and Semi-Annual reviews and inspections, as required to ensure the department is in compliance with all state technology requirements.   The incumbent trains employees on state or agency software and hardware use, and is the liaisons with County IT department ensuring the department’s computer system and programs operate satisfactorily within the guidelines of the County. 
This position is responsible for the management of the department’s computer equipment rotation, creating and maintaining reports, annual and semi-annual security reviews and inspections (SSA/SOLQ, FRR/BEER, etc.), maintaining security files on all employees, monthly reviewing and documenting changes to the Remote Access Control Facility (RACF) and Online Verification (OLV) reports, reviewing and documenting changes to the Monthly NC FAST Access Control Report and submitting reports to the State’s NC FAST security team, serves as the NCID Administrator, and NC FAST Technical Champion for the agency.  

This position provides other administrative and clerical backup support (reception, files, data entry, etc.), creates forms and reports, helps with database and spreadsheet design, other duties as assigned, and is required to serve during disasters, or shelter duty.

 Knowledges, Skills, and Abilities

Knowledge of the capabilities and limitations of computers and related peripheral equipment and information technology. Knowledge of the principles and methods used in obtaining maximum utilization of computing equipment. General knowledge of the particular office or business functions supported. Ability to communicate effectively in oral and written form. Ability to establish and maintain effective working relationships.

 Graduation from high school and two years of experience in the administration of a computer system similar to the one to be supported; or an equivalent combination of training and experience. Degrees must be received from appropriately accredited universities.
Minimum Training and Experience

Graduation from high school and two years of experience in the administration of a computer system similar to the one to be supported; or an equivalent combination of training and experience. Degrees must be received from appropriately accredited universities.


