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Classification Specification
	

	
	7315200

	
	E-MAIL ADMINISTRATOR – JOURNEY 



Class Summary
The responsibilities of this classification include providing training and end user support and troubleshooting messaging issues for all County e-mail clients.  
Distinguishing Characteristics

This is the first in a two-level E-Mail Administrator classification series.  This classification is distinguished from Senior E-Mail Administrator in that the Journey level escalates/refers unresolved messaging issues to Senior E-Mail Administrators.  Senior E-Mail Administrators also monitor and troubleshoot messaging infrastructure, manage complex e-mail projects with County-wide impact, and may serve as ongoing leads.

Examples of Duties (May vary by position)

1. Provide customer service for e-mail functions to end users including PST files, archiving, calendar scheduling, contracts, views, address book issues, preview pane, tasks, shortcuts, calendar conversion, recovery of deleted items, out-of-office, read receipts, sharing folders and delegates.

2. Create and maintain e-mail accounts and distribution lists.

3. Troubleshoot, research and resolve first-level problem resolution for e-mailing issues.

4. Monitor messaging emergency phone and operations mailbox for work orders and automated status reports.

5. Provide assistance to customers configuring and maintaining mailboxes, distribution lists, public folders and e-mail client.

6. Maintain production environment including backup, restore regular maintenance and other operational procedures.

7. Provide end-user training, prepare training materials; may train other IT professionals on e-mail systems.

8. Prepare documentation of procedures.

9. May coordinate projects.

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

Broad knowledge of current e-mail Exchange Server/Administrator

Technical support skills in communication systems supporting large client/server network environments

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 in handling multiple competing priorities
Licensing, Certification and Other Requirements
Some certifications, however, may be considered 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.

	FLSA Designation
	Non-Exempt

	Levels within same series
	E-Mail Administrator – Journey and Senior
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