HAMILTON COUNTY COURT OF COMMON PLEAS, PROBATE DIVISION

An Equal Opportunity Employer

______________________________________________________________________________

Class Title:  Systems Administrator/


Class Number:


Programmer Analyst

______________________________________________________________________________

Division:  Probate Court


FLSA Status:  Non-Exempt




Supervisor Class #:

Reports to:  Court Administrator


Civil Service Status:  Unclassified

Pay Range:


Employment Status:

Probation:


Lunch:  Established hour (1 hour 

Work Hours:  8:00 A.M. – 4:00 P.M.


Unpaid at discretion of the Judge)

                      (and as necessary)

______________________________________________________________________________

Nature of Work in this Class


The Systems Administrator/Programmer Analyst is responsible for planning, organizing, directing, maintaining and coordinating the computer system within the probate court.  Work includes the installation of personal computer workstations and software and the support of a Local Area Network (LAN).

Essential Functions
· Develops and oversees the development of new technologies and systems in the court; develops and maintains specialized applications

· Provides technical advice and support to the Judge and Court Administrator in matters concerning the court’s computer system; troubleshoots hardware and software problems

· Maintains and upgrades legacy court management systems

· Administration of Novell based computer network including daily system back ups, maintaining user accounts, performance of data integrity checks and file maintenance

· Database administration

· Coordinates with vendors on the maintenance of the court’s data processing equipment including setup and configuration, upgrades and repair, stocking replacement parts, installing new software and upgrades

· Develops and coordinates training programs for users

Marginal Functions
· Performs related work as required

Positions Supervised
· None
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Knowledge, Skills and Abilities
· Knowledge of word processing, spreadsheet and communication protocols

· Knowledge of barcoding, website and intranet development, and kiosk functions and technology

· Knowledge of file conversion requirements in developing a new court management software system

· Knowledge of at least one high-level programming language (preferably COBOL)

· Knowledge of DOS, Windows and Novell operating systems

· Ability to maintain, install and troubleshoot workstation and network hardware

· Ability to exercise independent judgment and make decisions

· Ability to work with common hand tools

· Ability to work with vendors and outside contractors

· Hearing ability sufficient to hold conversation with other individuals both in person and by telephone

· Visual ability sufficient to effectively operate office equipment such as copier, computer and printer; to read and write reports, correspondence, and instructions

· Speaking ability sufficient to communicate effectively with other individuals in person and by telephone

· Freedom from mental disorders which would interfere with performance of duties as described

Working Conditions

Quiet environment; business office setting

Physical Demands

Work involves lifting and carrying objects up to 70 pounds, as well as stooping and crouching.
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Qualifications

Any combination of training and work experience which indicates possession of the skills, knowledge and abilities listed above.  High school graduate with an Associate Degree in a related field or equivalent work experience and some supervisory management experience are preferred.

Licensure and Certification Requirements

Novell certification (CNA or CNE) is highly desirable.
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