
Project/Program Manager: Data Center Server Administrator 

Job Description: 

The Data Center Server administrator is a critical part of our organization infrastructure. The Data Center 

Administrator will be responsible for the day-to-day operation of the servers and database network.  

Maintains and support server infrastructure and projects by identifying and organizing requirements; 

installing upgrades and monitoring performance.  Acquire, configure and maintain test and production 

servers. Support test and production servers including after-hours support and up-time. Interface with 

vendors to obtain required equipment and software.  Assist the Director of Technical Services with 

providing technical and procedural direction to the university for the actual implementation of the 

network servers used, as well as interface with internal users and other technical staff.  

Lead and assist in complex problem-solving situations and participate in direct interaction with internal 

staff as required. Identify process improvement opportunities achievable through the optimum use of 

the servers. Build and maintain logs describing activity levels and possible next steps required for each 

server. Act as liaison for internal and external communications directly with departments as required. 

Provide regular status reports and gather requirements from departments and provide input into the 

infrastructure products that are requested. 

Build and maintain the servers required for internal testing, customer testing and production 
environments. Maintain file version consistency across all servers. Maintain access privileges and 
account groups as directed by Director of Technical Services. Design, implement and maintain a 
consistent backup and disaster recovery plan for servers and database network. 
 
Collaborate with the network administrator and technical staff to provide technical direction on server 
configurations, hardware/software deployments, and other administrative tasks related to the staging 
and maintenance of university testing and production servers. 
 
Ensure timely and effective delivery of hardware upgrades and new configurations. Document technical 
requirements, develop and oversee project plans and implement change control procedures. Facilitate 
design sessions and architectural reviews. Participate in technical advisory roles, as required.  
 
 
Knowledge, Skills, and Abilities: 

 Demonstrate a high level of technical skill specifically focused on working within the Windows 
operating system environment regarding Windows systems setup, deployment and maintenance. 
Strong attention to detail.  

 Operating Systems – proficient in using the operating system which include but not limited to 
Windows, iOS or Linux.  

 Experience with server, storage, networking and virtualization systems. 

 Information security – Experience and understanding of best practices and techniques to maintain 
and enhance information security.  

 Knowledge of TCP/IP, DNS, LAN and WAN to maintain server functionality. 

 Strong analytical and problem-solving skills – this is a highly analytical role, requiring Windows 
administrators to interpret error logs, monitor system performance data, and assess user 
information to ensure server reliability. 



 Communication skills – Position requires interaction with both IT professionals and end users. Must 
possess effective written and verbal communication skills. 

 Problem-solving– Ability to employ creative and technical problem-solving techniques while 
installing, configuring, and maintaining Windows systems and servers. 

 Working knowledge of the principles of Enterprise applications 

 Demonstrated ability to establish and maintain effective working relationships 

 Solid organizational skills and ability to multitask 

 Proven ability to use sound judgment in responding to issues and concerns 

 Above-average ability to quickly obtain proficiency with a software product 

 Demonstrated initiative to recognize potential improvements and act on them 

 Act as the primary subject matter expert for database software. 

 Participate in the implementation of enhancements that will improve business processes. 

 Provide first-level support and problem-solving skills to database software product users. 

 Facilitate troubleshooting calls between database users, technical contacts, and database support 
department to resolve user issues 

 Maintain user accounts and troubleshoot access issues 

 Facilitate product maintenance schedule and the testing of new patches, updates, and releases 
 
 
Responsibilities: 

 Install, configure and maintain Windows servers and systems 

 Maintain and support Office 365 services and hybrid infrastructure. 

 Provide technical support and guidance to users and other administrators.  

 Work closely with departments and IT professionals to answer technical questions or resolve 
issues.  

 Install and maintain Windows-based databases for end users. 

 Conduct system maintenance activities. Review error logs and user-reported errors and identify 
stable and reliable solutions. 

 Monitor performance to reduce interruptions and server crashes. This can involve monitoring 
daily traffic logs and reports or working directly with end users. Identifies potential issues or 
bugs affecting systems, develop and deploy proactive solutions to ensure system usability across 
the organization. 

 Maintain system security by noticing faults and vulnerabilities within the architecture. 
Demonstrate extensive knowledge of viruses and other sources of vulnerability and to develop 
and deploy protection measures, particularly when pushing out system-wide changes that can 
open new vulnerabilities. 

 Other duties as assigned. 
 
Education and Qualifications: 
A Bachelor’s degree in Computer Science or related field required.   An equivalent combination of 
experience and training may be substituted for degree requirement.    
• Microsoft server OS administration 
• Microsoft Active Directory administration 
• Microsoft Exchange administration 
• Virtualization administration 
• SAN administration 
 



Subject to background check. 
 

SALARY: Commensurate with qualifications and experience. 

DEADLINE: Applications will be received until November 26, 2018. 

APPLICATION: Applicants must submit a resume and supporting materials to include; a letter of 

application and three (3) letters of references to: 

Human Resources Department 
University of Arkansas at Pine Bluff 

1200 N. University Drive 
Mail Slot 4942 

Pine Bluff, AR 71601 
 

 

“UAPB is an Equal Employment/Affirmative Action Employer” 

E-Verify Employer 

 


