System Administrator/IT Director
Reports to:  Controller or GM

General Description:

The System Administrator/IT diector provides maintenance and support of various DMS, CRM, and other software programs, the dealership network, and user PCs.
Duties and Responsibilities:

· Daily backup of data and maintenance of disk space with performance information.       

· Installation of software updates and maintaining guidelines for databases and field entries.

· Changing form design as necessary.

· Replacing defective equipment with spare equipment and coordination of bids for new purchases.

· Contacting vendor support when necessary.

· Providing reports to managers and reformatting of forms and letters.

· Training of new personnel on software and attendance at update classes.
· Creation of a technology budget and long-term planning for technology

· Protection of the system computers from viruses and attacks

· Maintenance of email system

· Update of software programs to current versions

· Assist management in the selection of technology

· Restriction of Internet access as requested by management

· Security control of passwords and network access

· Safeguard of the customer database and other company data
Skills Required and Physical Demands:

1.  Former automotive system administrator or vendor experience (1 year minimum) or technical degree in computer science.

2.  Ability to lift and carry 50 pounds.

