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Classification Specification
	

	
	7315300

	
	E-MAIL ADMINISTRATOR – SENIOR 



Class Summary
The responsibilities of this classification include providing escalated/referred problem resolution of technical, infrastructure and Exchange client issues for e-mail systems.  Senior E-Mail Administrators perform system testing, prepare system documentation and manage complex e-mail projects with County-wide impact.  Senior E-Mail Administrators may serve as ongoing leads to a group of same or subordinate level staff.

Distinguishing Characteristics

This is the second in a two-level E-Mail Administrator classification series.  This classification is distinguished from E-Mail Administrator - Journey in that the Journey level provides initial problem resolution for messaging issues and refers unresolved problems to Senior E-Mail Administrators.  Senior E-Mail Administrators monitor and troubleshoot the messaging infrastructure and manage more complex projects with County-wide impact.  
Examples of Duties (May vary by position)

In addition to the duties of an E- Mail Administrator:

1. Configure and manage the Internet Mail Connector, including message content format, tracking, size limit, cost delivery restrictions, relay filter, delivery timeouts and mail queues.

2. Assign access permissions to e-mail objects including calendars, mailboxes, public folders and messaging domain NT group and users.

3. Setup, configure, manage and troubleshoot the list server for internal and external subscribers.

4. Administer NT Messaging domain including setting up accounts, groups and trusts in the domain.

5. Monitor and troubleshoot messaging infrastructure including hardware and software and Exchange client issues.

6. Monitor and update virus definitions on mail servers, address security issues and vulnerabilities.

7. Perform system testing and documentation.

8. Prepare documentation of procedures.

9. Work on messaging projects, either independently or as a lead/coordinator. Assigned messaging projects may be complex and have County-wide impact. 

10. May lead IT professionals on an ongoing basis and serve as technical specialist.

11. May be called upon to provide support for service issues or failures at any time.
12. Perform other duties as assigned.
Knowledge/Skills (May vary by position)
Advanced knowledge of messaging technologies used by the County

Advanced knowledge of current e-mail infrastructure and mail-enabled systems

Advanced knowledge of data and system security systems, back-up, disaster recovery and related processes

Knowledge of virus and troubleshooting tools

Knowledge of relevant Internet protocols 

Project management skills

Analytical, problem solving and troubleshooting skills

Written and oral communication skills

Planning and organizational skills

Customer service skills

Skill in conveying technical information to non-technical users

Skill in working with a variety of individuals from diverse backgrounds

Skill to handling multiple competing priorities

Skill in leading IT professionals and project work teams (if applicable)
Licensing, Certification and Other Requirements

Some certification may be desirable for specific positions.
Additional licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required.
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	Exempt (Administrative)

	Levels within same series
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