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Role Specification

	Job Title    
	Support Systems Administrator - FTC


	Reports to
	Support Systems Change Manager 


	Overview
	
Within your new role as Systems Administrator, reporting into the Support Systems Change Manager, you will take responsibility for system administration, maintenance, and support for the integration of systems within the scope of the project. 


	Accountabilities
	
· Identifying trends in queries so that interventions can be put in place for development/automation 
· Support users with the adoption of the system
· Undertake root cause analysis of any system issue identified 
· Perform data cleansing activities and maintenance as required
· Assist with the collation and delivery of key reporting metrics
· Manage large data imports and/or exports 
· Maintain security access to systems as required
· To regularly monitor system performance raising any concerns 
· To support with the testing and implementation of new functionality
· Riase any data quality issues so they can be addressed 
· Support with any data validation activities as required
· Support with any business reporting requirements 




	Person Specification


	Knowledge and Experience




	
· Experience of providing help/support and guidance to system Users 
· Skilled in using Microsoft products (specifically Excel, Work, PowerPoint etc)
· Experience of troubleshooting problems
· Experience of dealing with a variety of stakeholders
· Attention to detail and demonstrated analytical skills
· Excellent organisational and written communication skills
· A team player who is able to work in a highly collaborative, fast-paced environment with different teams 
· Ability to deal with highly confidential and sensitive data







[image: A picture containing accessory

Description automatically generated][image: Diagram

Description automatically generated]
image1.jpeg
\" ® Achieve | Sharing moments
31 together | Shaping lives




image2.png




image3.png
Being

brave

We are creative and confident,
empowering the people we
support and our teams to
achieve amazing things

Making things
happen

We get the most out of
every day and celebrate our
achievements and success

Valuing
everyone

We value the unique talents
of every individual and work
together to help everyone
achieve their full potential





