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Job Description Form 
	UNIT: HR, Administration & Regulatory Affairs

	DEPARTMENT: IT

	JOB TITLE: Database Administrator
	JOB CODE:

	JOB SUMMARY:
To maintain multiple databases on MADA’s core network to insure continuous redundancy and high level of availability to serve routing and the logging of all CDRs
To administer MADA’s billing system and check its data integrity

	REGULAR DUTIES AND RESPONSIBLTIES:
1- Administer MS SQL, MySQL & PostGre databases

2- Insure replications are running well across the network

3- Insure all databases are being backed up

4- Administer Windows servers both in our remote and local network

5- Develop various applications to automate tasks in the company

6- Follow up on invoices/bills disputes with customers & vendors

7- Provide software and hardware support to the office computers and network

8- Perform other duties as requested by department manager


	REPORTING RELATIONSHIP:
IT Manager 

	TOOLS, EQUIPMENT AND WORK AIDS:
Computer & Office Equipment

	WORKING CONDITIONS:
Internal and external work environment

	EDUCATION:
University Degree in Computer Science or equivalent. 

	KNOWLEDGE AND SKILLS:
· Effective writing. 

· Leadership

· Decision – making

· Judgment

· Managerial Responsibilities.

· Problem Solving

· Creativity

· Communications

· Reporting

· Organizing

	TRAINING:
· Problem Solving

· Communications

· Presentation Skills

	Experience:
· 1-3 years experience in networking & systems administration

	WORK CONTACTS:
· Customers.

· Subordinates.



	Employee Signature :


	Date:



	IT Manager Approval:


	Date:
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