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Lan Assoc Administrator
As of 6/12/2018

General Information
Profile ID: D00040 Lan Assoc Administrator Profile Status: Active
Profile type: JOB Job Status Date: 5/20/2013

Job Summary
Description
 The LAN Associate Administrator administers and maintains the Poison Center network which includes hardware and 
software related equipment and systems.  Assists the Systems Analysts in managing all Poison Center computers, 
notebooks, devices, and peripherals across the entire enterprise.  Oversees all technical aspects of the poison center's tele-
work program and the poison center's email system. 

Job Responsibilities
Description
 Provides support for delivery of reliable services for the poison center's computer network to include: problem determination 
and problem resolution related to any part of the entire enterprise. 

 Installs new equipment, and works with other IT staff to configure PC's and monitors, printers, scanners, network switches, 
firewalls, and other related hardware. 

 Performs training of coworkers as needed, which may include conducting in-services to staff on computer related softward 
and hardware.  Serves as a technical resource to rest of staff for areas of responsibility. 

 Specifies, assesses, and evaluates vendor products and technologies.  Evaluates hardware, software, and connectivety 
options in light of GHS's global requriements. 

 Performs installations and uninstalls, fault isolations, and break/fix activities for LAN attached devices (e.g. servers, switches,
routers, printers, UPS's, mobile devices, etc.). 

 Ensures software license compliance across approved platforms. 

 Participates in planning and enhancement activities that will benefit the poison center's systems.  Performs long-range, 
proactive problem management activities as required. 

 Performs backup and restoration of end-user data. 

 Configures laptops and provides software and hardware support for teleworkers. 

 Seeks continuing education and self-training opportunities to keep skill sets current. 

Education
Description
Required:
-High School Diploma or GED is required.

-Bachelor's Degree in Computer Science or related discipline is required.  In lieu of degree, three to five years of experience 
will be considered.

Preferred:  
 

Experience
Description
Required:
-With Bachelor's Degree:  Two years or more local area network management experience is required.
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Description
-With High School Diploma only: Three to five years of local area network management experience is required.

Preferred:  
-Experience installing and maintaining miscellaneous software packages, in network and PC troubleshooting, Ethernet, and 
TCP/IP experience is preferred. 

Skills/Cert/Licenses
Description
Required:
-Novell CNE (Certified Network Engineer) certification and Wide Area Network a plus. 

-Advanced Windows knowledge and knowledge of mobile phone applications (hardware/software) and troubleshooting is 
desirable.

-Excellent understanding of PC hardware and system software.

-Advanced understanding of telecommunications as it relates to interfacing with PC's and computer network applications 
required.

-Must have knowledge of network administration, PC operations, PC and network troubleshooting, a comprehensive 
understanding of the role of the network in Poison Center operations, and knowledge of Access and Sequel Server.

Preferred:  
 

ADA Competency Requirements
Content Item ID Description N/A 0% - 33% 34% - 66% 67% +
1000 Chemical Hazards ¨ ¨  þ ¨ 

1001 Dust/Mites Hazards ¨ þ  ¨ ¨ 

1002 Electrical Hazards ¨ þ  ¨ ¨ 

1003 Extreme Cold þ ¨  ¨ ¨ 

1004 Extreme Heat þ ¨  ¨ ¨ 

1005 Extreme Noise þ ¨  ¨ ¨ 

1006 Extreme Swings in Temp þ ¨  ¨ ¨ 

1007 Fume/Odor Hazards ¨ ¨  þ ¨ 

1008 Heights þ ¨  ¨ ¨ 

1009 Mechanical Hazards ¨ þ  ¨ ¨ 

1010 Radiation Hazards þ ¨  ¨ ¨ 

1011 Toxic Waste Hazards þ ¨  ¨ ¨ 

1012 Wet Hazards ¨ þ  ¨ ¨ 

1013 Working below ground þ ¨  ¨ ¨ 

1014 Working Indoors ¨ ¨  ¨ þ 
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Content Item ID Description N/A 0% - 33% 34% - 66% 67% +
1015 Work on ladders or scaffolding þ ¨  ¨ ¨ 

1016 Working Outdoors þ ¨  ¨ ¨ 

1017 AbilityToHear-With/Without aid ¨ ¨  ¨ þ 

1018 AbilityToSee-With/Without aid ¨ ¨  ¨ þ 

1019 Balancing ¨ þ  ¨ ¨ 

1020 Climbing ladders þ ¨  ¨ ¨ 

1021 Climbing stairs ¨ ¨  þ ¨ 

1022 Crawling þ ¨  ¨ ¨ 

1023 Depth perception needed ¨ ¨  ¨ þ 

1024 Dual simultaneous grasping ¨ þ  ¨ ¨ 

1025 Heavy carrying  45 lbs or over ¨ þ  ¨ ¨ 

1026 Heavy lifting  45 lbs or over ¨ þ  ¨ ¨ 

1027 Kneeling ¨ þ  ¨ ¨ 

1028 Light carrying  under 15 lbs. ¨ ¨  ¨ þ 

1029 Light Lifting  under 15 lbs. ¨ ¨  ¨ þ 

1030 Moderate carrying  15-44 lbs. ¨ þ  ¨ ¨ 

1031 Moderate lifting  15-44 lbs. ¨ þ  ¨ ¨ 

1032 Pulling hand over hand þ ¨  ¨ ¨ 

1033 Pushing ¨ ¨  þ ¨ 

1034 Reaching above shoulder ¨ ¨  ¨ þ 

1035 Repeated bending ¨ ¨  ¨ þ 

1036 Repeated motion ¨ ¨  ¨ þ 

1037 Simple grasping ¨ ¨  ¨ þ 

1038 Sitting ¨ ¨  ¨ þ 

1039 Standing ¨ ¨  ¨ þ 

1040 Stooping ¨ þ  ¨ ¨ 

1041 Straight pulling ¨ þ  ¨ ¨ 

1042 Twisting ¨ ¨  ¨ þ 

1043 Walking ¨ ¨  ¨ þ 

1044 Ability to adapt to change ¨ ¨  ¨ þ 

1045 Ability to count ¨ ¨  ¨ þ 

1046 Ability to read ¨ ¨  ¨ þ 

1047 Ability to write ¨ ¨  ¨ þ 

1048 Analyzing info/data ¨ ¨  ¨ þ 

1049 Called into work unanticipated ¨ ¨  ¨ þ 



Page 4 of 4

Content Item ID Description N/A 0% - 33% 34% - 66% 67% +
1050 Conflicting demands/priorities ¨ ¨  ¨ þ 

1051 Decision making-complex ¨ ¨  þ ¨ 

1052 Decision making-simple ¨ ¨  ¨ þ 

1053 Handling multiple assignments ¨ ¨  ¨ þ 

1054 Identify colors ¨ ¨  ¨ þ 

1055 Operate motor vehicle equipmnt ¨ þ  ¨ ¨ 

1056 Operating office equipment ¨ ¨  ¨ þ 

1057 Perform ACLS/ BCLS/ PALS þ ¨  ¨ ¨ 

1058 Planning complex ¨ ¨  þ ¨ 

1059 Planning-simple ¨ ¨  ¨ þ 

1060 Talking ¨ ¨  ¨ þ 

1061 Travel: plane/car/van/bus þ ¨  ¨ ¨ 

1062 Work at GHS facility ¨ ¨  ¨ þ 

1063 Work cooperatively with others ¨ ¨  ¨ þ 

1064 Working alone ¨ ¨  ¨ þ 

1065 Working closely with others ¨ ¨  ¨ þ 

1066 Working regular schedule ¨ ¨  ¨ þ 

1067 Working scheduled overtime þ ¨  ¨ ¨ 

1068 Working under time constraints ¨ ¨  ¨ þ 

1069 Working unscheduled overtime þ ¨  ¨ ¨ 

1070 Work w/ frustrating situations ¨ ¨  ¨ þ 

1071 Work w/ high stress situations ¨ ¨  ¨ þ 

1072 Works on-call ¨ ¨  ¨ þ 

** End of report **


