TITLE:  Information Technology (IT) Specialist, Sr.



Date: August 2018
SALARY GRADE:   6
REPORTS TO:  Computer Systems Manager
CHARGEABLE TO:  Data Processing Payroll                        

PURPOSE OF POSITION:   Provide strategic thought analysis, design, configuration, development, administration and troubleshooting support and expertise necessary to automate and enhance the companies’ business processes.  Lead on assigned special projects and safely assist in the daily system operation, systems support, analysis, and maintenance of all software and hardware.

EDUCATIONAL OR EXPERIENCE REQUIREMENTS:  
· Bachelor’s degree in computer science or related discipline and five years of relevant work experience are required.  
· Technology certifications preferred.
· Possess strong analytical, problem solving and leadership skills and be a self-starter.

· Three years of experience with daily operation of VSphere clusters, VMWare virtualization and physical to virtual conversion.
· Three years of experience with SQL server, MySQL or other relational databases.
· Experience with current Windows and other operating systems, Microsoft Office Suite, wired and wireless networking. 
SKILLS, KNOWLEDGE, AND ABILITIES REQUIRED:
· Experience in the support and administration of a Microsoft Windows PC and server network.
· Required to work safely indoors and outdoors in various weather conditions and at heights.
· MS Project or Project Management Office (PMO) skills desired.
· Able to communicate clearly both verbally and in writing with users of varying technical skill levels.
· Provide 24x7 support for critical systems.
CRITICAL WORKING RELATIONSHIPS:  Computer Systems Manager, BNI department leaders, support staff in all areas, external vendors, and colleagues.
RESPONSIBILITIES:
1. Maintains confidentiality, privacy, and information access.  Abides by copyright laws, does not share, copy, record, or alter information unless specifically required, and authorized to do so. 
2. Maintains, installs, and supports computer hardware and software.   
3. Responsible for maintenance of on and off-site backups, updates and ensures an acceptable level of information technology and asset availability.
4. Analyze, code, test, debug, and document database queries, reports and systems integrations to provide timely, high quality, and accurate information to data consumers.
5. Works in conjunction with others to determine if software or hardware changes will be compatible with existing BNI and ALLETE systems, along with changes which could impact Sarbanes-Oxley Act (SOX) or other compliance mandates and records changes in SOX change log.
6. Develop queries, reports and integrations using approved software or reporting tools. Ability to work with application software using vendor-supplied customization tools to reflect approved changes specified by the users or authorized by vendors.
7. Responds in a timely manner to requests for computer support, maintaining a log of support requests and changes made.  Share and document changes in a manner that other staff members can access and understand.
8. Analyzes current and future hardware, software, and networking needs for the business unit; recommends additions, changes, upgrades, or replacement.
9. Assist or lead other projects at the direction of the Computer Systems Manager including product research, demonstrations, and installation.  Provides hardware and software recommendations for a broad scope of projects.  
10. Perform any special tasks assigned, which will contribute to the achievement of the Company’s strategic objectives.  
