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Job Description Form 
	UNIT: HR, Administration & Regulatory Affairs

	DEPARTMENT: IT

	JOB TITLE: Database Administrator
	JOB CODE:

	JOB SUMMARY:
. To perform software and hardware support to the office computers and servers 

. To perform trouble shouting of daily problems encountered by the employees

. To maintain the network

	REGULAR DUTIES AND RESPONSIBLTIES:
1- Maintain company laptops (formatting, software problems,…)

2- Order new laptops and network supplies as well as IT accessories

3- Prepare laptops for new engineer (creating e-mails, joining to the domain, installing  required software)

4- Maintain office network

5- Monitor and Maintain all servers (inside and outside the office)

6- Check daily backup (data, mail)

7- Assure telephone system is properly functioning

8- Maintain printers and order toners

9- Assist IT Administrator on different projectsPerform other duties as requested by department manager

	REPORTING RELATIONSHIP:
IT Administrator 

	TOOLS, EQUIPMENT AND WORK AIDS:
Computer & Office Equipment

	WORKING CONDITIONS:
Internal and external work environment

	EDUCATION:
University or TS3 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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