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Database/Network Administrator 

National Funeral Directors Association - Greater Milwaukee Area 

Job Description

Responsible for the daily operation of NFDA’s databases and network operations. Responsibilities include managing and maintaining multiple critical database systems. Responsible for the maintenance and administration of  user security, secure server transactions, database/system backups, development of guidelines for database/network policies, record keeping, complex reports, end user training for database/application usage and troubleshooting database/network related problems. Must be able to maintain strong intra-personal relationships with NFDA staff. 

  

ESSENTIAL RESPONSIBILITIES   

1. Design and document database architecture.   Build database scheme, tables, procedures and permissions. 

2. Set up data sharing and disk partitioning 

3. Develop database utilities and automated reporting 

4. Create shell scripts for task automation 

5. Create, test and execute data management languages 

6. Analyze and sustain capacity and performance requirements 

7. Analyze, consolidate and tune database for optimal efficiency 

8. Monitor systems and platforms for availability. 

9. Oversee backup, clustering, mirroring, replication and failover 

10. Restore and recover corrupted databases 

11. Install and test upgrades and patches 

12. Implement security and encryption 

13. Provide 24/7 support for critical situations 

14. Evaluate and recommend new database technologies 

15. Develop reports from various NFDA databases to support membership, finance, and association operations. 

16. Install all new hardware, systems, and software for networks. 

17. Install, configure, maintain network services, equipment and devices. 

18. Supports administration of servers and server clusters. 

19. Manages all system back-up and restore protocol. 

20. Plans and supports network and computing infrastructure. 

21. Perform troubleshooting analysis of servers, workstations and associated systems. 

22. Documents network problems and resolution for future reference.  

23. Monitors system performance and implements performance tuning. 

24. Manage user accounts, permissions, email, anti-virus, anti-spam. 

25. Manage phone system setups, troubleshooting, and maintenance 

26. Requires a thorough knowledge of networking essentials. 

27. Oversee software and network security. 

28. Create, manage, and send bulk email messages as required for business communication 

29. Strong analytical abilities and professional office experience needed. 

30. Promote and assist in carrying out the Association’s mission, vision and goals in a manner consistent with Association’s stated values. 

31. Exhibit flexible and innovative approaches while performing essential responsibilities and assignments and participating in strategic leadership, management and special project teams. 

32. Embrace and actively participate in a variety of work teams as requested or assigned. 

33. All other duties as assigned

Desired Skills & Experience

Proficiency in SQL Server Reporting Services, Windows Server 2003/2008, Windows XP/7, Linux/Mac OS X, VMWare vSphere/View/Virtual Center, Sharepoint 2010, Cisco Routers/Switches/Call Manager 8, experience with Storage Area Networks and Backup/Restore operations. In depth knowledge of MS SQL database manipulation and design theory, relational databases and related systems. In depth knowledge of client server database applications.  Must possess excellent oral and written communication skills. Must be detailed oriented with emphasis on problem resolution.  Experience with Microsoft Dynamics CRM and Great Plains preferred.  Some knowledge of HTML coding helpful. Some travel is required for the annual convention.
Associate’s Degree in Data Information Systems with focus on Database Administration or a minimum of 2 years experience in a medium sized business. 
Please submit resume and salary requirements to: Hr@nfda.org or visit http://nfda.org/about-nfda-/employment-opportunities.html
Company Description

The National Funeral Directors Association is committed to assuring the finest quality programs, services and products to those in funeral service.  Key stakeholders include our members and volunteers, allied organizations with an interest in funeral service, funeral service consumers and our employees.  We strive to provide every employee with an opportunity for professional growth and development in order to fulfill our mission:   The National Funeral Directors Association is the worldwide source of expertise and professional resources for all facets of funeral service. Through education, information and advocacy, NFDA is dedicated to supporting members in their mission to provide families with meaningful end-of-life services at the highest levels of excellence and integrity
