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Information Technology Administrator
Summary: Directs and coordinates development and production activities of computerized management information systems. 

Responsibilities: Other duties may be assigned.

1. Maintains and manages IT related equipment (cell phones, laptops, fax machines, IPads, etc) and reports on usage and overages.

2. Prioritizes help desk tickets and responds to end user in timely manner.

3. Keeps a detailed list of approved contractors and vendors associated with different IT related projects.

4. Coordinates safety and policy orientation for vendors and contractors with EHS Manager and Human Resource.

5. Participates in New Hire Orientation by providing new employees information related to IT systems

6. Coordinates IT onboarding process with New Hires to ensure that they have received the correct access and IT related hardware, by date of hire. 

7. Consults with management to analyze computers system needs for management information and functional operations to determine scope of priorities of projects and to discuss system capacity and equipment acquisitions.
8. Recommends and develops plans for system development and operations, hardware and software purchases, budget and staffing

9. Manages IT databases and servers

10. Manages the development, implementation, installations and operation of information and functional systems for the organization.

11. Monitors management systems policies and controls to ensure data accuracy, security and legal/regulatory compliance.
12. Negotiates contracts with consultants, technical personnel and vendors for products in services.

13. Provides support to end users in the selection, procurement, usage and maintenance of software programs and hardware

14. Manages computer operations scheduling, backup, storage and retrieval functions.
15. Reviews reports of computer and peripheral equipment production, malfunction and maintenance to determine cost and impact.  Address problems as needed. 

16. Develops, maintains and tests disaster recovery plans.   

Competencies and Skills:
1. Strong root cause analysis skills

2. Strong customer service skills

3. Strong time management and project management skills

4. Understands the sensitivity of confidential and proprietary information
5. Familiar with common programming language:  SQL, Rockwell Automation, Java Configuration
Education and/or Experience: Bachelor’s Degree from a college or technical school; Specialization in information technology or related subjects, preferred.    3-5 year experience preferred; equivalent combinations of education and experience considered.  
EEO- minority/female/disability/veteran
Apply by sending a resume to: mcumbow@plymouth.com or apply in person at 201 Commerce Court, Hopkinsville, KY 42240
