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	Job description


Job title: IT System Administrator

	Main purpose

	The System Administrator will be office-based in our Head office in Wallingford, working as part of a small team, providing effective solutions to escalated technical issues, and providing a high level of technical expertise to the IT team and the business. 
You will provide administration & support for existing solutions
Ensuring effective working across the full range of services provided to the business and liaising with the business, IT team, 3rd party suppliers and external contractors as required.
You will be working in a dynamic technical environment and be exposed to a varied array of technology.  
Receiving & responding to IT support requests via in-person conversations, telephone or electronic communication from staff, using our existing ServiceDesk solution.



	Main duties

	Assisting with technical administration of day-to-day operations, patching cycles, supporting multi-site technical environments including LAN, WAN, Microsoft 365, Hyper-V, Network, Microsoft-based endpoints, servers & solutions, switches, firewalls, server rooms and administration of SANs.
An escalation point for the Frontline support team needing additional assistance regarding staff endpoint software & hardware aspects or staff interaction with systems and services.
Role within infrastructure projects, implementing new or replacement solutions for the business,



	Job specific duties

	Produce and collate reports for management as required.
Specific daily, weekly or monthly monitoring, checks and activities around business as usual activities.  E.g. backup checks.
Occasional out-of-hours support as required to support the day operations of systems & servers. E.g. out-of-hours patching cycles.



	Group
	Information Support Services

	Reports to
	Head of Information Support Services

	Responsible for
	

	Date agreed
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