
MS 25-16-17 
 

DATE OF POSTING: August 7, 2017 
 
TERMINATION DATE FOR APPLICATIONS: August 14, 2017 
 
POSITION: NETWORK SPECIALIST  
 
COMPENSATION/BENEFITS: Per SSA/USO Contract 
 Grade PA 
 
STAFF RELATIONSHIP: Responsible to Jeff Arvoy 

Manager, IT 
  

EMPLOYMENT DATE: As soon as possible 
 
SEND APPLICATION AND RESUME TO: Human Resources Department 
 Michigan Education Association 
 1350 Kendale Blvd., P.O. Box 2573 
 East Lansing, MI  48826-2573 

 
 

BASIC PERFORMANCE EXPECTATIONS: 
 
This job involves the configuration and maintenance of local and wide area networks, remote 
communications, and the connection of those networks to other computing environments. This includes 
designing, laying out, and building the data network; providing for its proper performance; configuring, 
administering, troubleshooting, and backing-up systems software and hardware on the data network; 
configuring and administering third-party applications software for multi-user access; administering 
access to the data network; configuring and administering PCs attached to the data network for optimal 
performance; and administering back-ups and security aspects, such as firewalls, passwords and virus 
protection. 
 
This job is also responsible for performing system administration, performing analysis and tuning, 
capacity planning, and troubleshooting for host and network operating systems. 
 
The position requires keeping up with new developments in the field of computer networking and 
integration, particularly as they affect the role of network specialist. 
 
This job requires the ability to establish and maintain effective working relationships with staff, 
management, users, and third-party vendors. 
 
 
ASSIGNED DUTIES: 
 
Develop specifications for design, layout, and building of data network systems to fit the needs of the 
affiliate. 
 
Insure the proper performance of all components of the data network systems including, configuring and 
administering software and hardware on the networks. 
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ASSIGNED DUTIES (continued): 
 
Configure and maintain e-mail and groupware packages. 
 
Determine the access requirements and configure and administer all security for access to the data 
network by users. 
 
Troubleshoot all aspects of these systems. 
 
Test software and hardware for various applications, including software and hardware for data 
communications, database management systems, networking, operations automation, automated systems 
administration, PC memory managers, DOS shells, etc.  Develop testing strategies. 
 
Control and administer the production environments of the network systems, including managing any 
changes to production using version control and performing various production procedures required for 
the network to operate. 
 
Develop and maintain documentation of network and related systems such as development of systems 
diagrams, and administration and user manuals. 
 
Serve as a project team leader and/or a project team member on projects involving the selection or 
configuration of systems. Learn and follow a prescribed systems development/project management 
methodology. 
 
Perform training on new systems or system enhancements. 
 
Represent the network area at assigned IT user group meetings and conferences. 
 
Maintain a current level of understanding on technology as it pertains to communications and new 
technologies.  Read trade journals, attend user group meetings, special seminars and trade shows, and 
training and classes provided by various organizations. 
 
Achieve and maintain pertinent levels of certification for the computing environments such as Novell's 
Certified NetWare Engineer certification. 
 
Perform other job-related duties as assigned from time to time. 
 
 
MINIMUM REQUIREMENTS: 
 
A bachelor degree in Computer Science or related field and either of the following two years experience 
in networking or system administration or attainment of Certified NetWare Administrator (CNA), 
Certified Netware Engineer (CNE), Microsoft Certified Professional (MCP), or Microsoft Certified 
Systems Engineer (MCSE) certification OR an associate degree in a data processing related field and 
either of the following four years experience in networking or system administration or two years 
experience in networking or system administration and attainment of Certified NetWare Administrator 
(CNA), Certified Netware Engineer (CNE), Microsoft Certified Professional (MCP), or Microsoft 
Certified Systems Engineer (MCSE) certification 
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MINIMUM REQUIREMENTS (continued): 
 
A working knowledge sufficient to effectively configure and administer PC based networking hardware 
and software. 
 
Demonstrated ability to work independently. 
 
Ability to solve problems where the solution is not recorded in any manual. 
 
Ability to communicate tactfully, courteously, and effectively. 
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