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EMAS Systems Administrator
Updated:  07/16/2004
FLSA:  Exempt
                                                                                                          Dept or Office: School Relations
Summary Description

The technical administrative position within the School Relations Office that is responsible for managing, maintaining, and developing the student recruitment communication databases, maintaining and developing the office websites, and supervising and maintaining office computers (servers, desktops, laptops). 

Responsibilities & Duties
· The Systems Administrator is responsible for managing EMAS database performance analysis, maintenance, development, table creation and maintenance, database utility software set-up and execution and data quality and integrity analysis. 

· Manage the generation of information and mailing through EBS/EMAS.  Supervise the Marketing Systems Clerk who oversees the physical process of completing daily mailing. 

· Supervise and evaluate the Marketing System Clerk position. 

· Work closely with the campus Information Systems department for integration issues with our current databases and other campus databases. 

· Conduct data back-ups and manage disaster recovery measure for mission critical data.  Maintain and configure security measures through each database system and through sever applications. 

· Maintain, implement and configure standard communication plans into the EMAS system and conduct modifications as needed.

· Facilitate as the main EMAS internal trainer.  Ensure that all Admission Counselors and other users have simple, easy to use written instructions to enable them to create the information products needed. 

· Supervise the day-to-day operation of EMAS (data entry, letter generation, etc.)

· Act as a liaison with other campus offices and departments regarding the use and training of EMAS.  Make periodic presentations to Deans, Assistant Deans and Department Chairs on types of information available. 

· Participate in the planning of the School Relations Office recruitment plan. 

· Become the foremost advocate of EMAS and how EMAS data will benefit the School Relations staff. 

· Implement any further updates, patches and fixes to the system and prepare and plan for suture expansion of the EMAS system. 

· Develop and maintain all School Relations websites. 

· Consult on all major computer related purchases for the office. 

· Manage and supervise maintenance of School Relations desktops, laptops, and servers. 

· Manage the School Relations Organization Unit for the MSUNET2K metwork. 

· Supervise and evaluate the Marketing Systems Clerk position. 

Requirements – Education and experience






Note:  The statements herein are intended to describe the general nature and level of work being performed by employees, and are not to be construed as an exhaustive list of responsibilities, duties, and skills required of personnel so classified.  Furthermore, they do not establish a contract for employment and are subject to change at the discretion of the employer.
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