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FNSBSD JOB DESCRIPTION 

Job Title: Systems and Database Administrator 

Supervisor: Director of Business Information Systems Classification: Salary, 
Non-Represented 

Days/Months: 12 months Grade: 5 or 6 
 
NOTE: Depending on experience and education, newly hired System Administrators may be 
placed at Level I (Grade 5). In such cases, advancement to Level II (Grade 6) will be considered 
after a minimum of one year at Level I, depending on mastery of duties and demonstrated 
competency in all required knowledge, skills and abilities of the job description. 
 
Job Summary 
The system and database administrator designs and maintains database programs for student 
records management and business operations; designs, modifies, maintains, and documents 
user reports generated from the student records and business databases. Installs, configures, 
administers, and maintains district core operations servers; develops data and report 
requirements with district and school administrators, teachers, and other users; ensures 
availability and data integrity of vital systems through planning and implementing 
comprehensive backup procedures; and maintains current database data dictionaries and 
schemas. Researches, recommends, and guides technological implementations of core district 
systems. Creates and maintains applications. 
 
Essential Job Functions 
Uses administrative access tools to perform troubleshooting, evaluations and upgrades to 
devices on remote subnets. 
 
Writes and documents programs and scripts in appropriate languages (PHP, Ruby, Perl, Shell, 
Java, HTML/Javascript, Livecode). 
 
Creates, modifies, maintains, and documents user reports. 
 
Modifies and documents third-party application source-code to comply with district needs if 
appropriate. 
 
Creates, modifies, or implements student records and business operations databases and 
related tracking and reporting programs. 
 
Keeps abreast of the latest technological advances in information technology to evaluate, 
recommend, and implement new software and hardware. 
 
Ensures security and confidentiality of data and critical systems on the network. 
 
Manages student information systems, business information systems, email systems, and web 
servers. 
 
Performs regular reviews of various logs to determine potential problems, trends and ensure 
system health is properly maintained. 
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Upon receiving proper authority, traces user activity to cooperate with district, state, and/or 
federal investigations. 
 
Performs backup of data in a safe and secure manner. 
 
Performs regular integrity checks of backup media to ensure effective disaster recovery. 
 
Performs scheduled system and application maintenance. 
 
Aids in planning, beta testing, and implementation of new software applications and suites. 
 
Interacts with various teams within operational departments to support student records 
management and business operations. 
 
Non-Essential Job Functions 
Performs other job-related duties as assigned.  
 
Equipment Used 
Windows, Linux/Unix and Macintosh computers and servers. Numerous software programs 
used for evaluating and diagnosing network server performance and application problems, 
analyzing network traffic and data packets. Oracle, MSSQL, PostgreSQL, MySQL, 
PowerSchool, MUNIS, etc. 
 
Independent Decisions 
Independent decisions made based on previous written or oral guidance and job experience. 
Highly trusted position working with sensitive student and district employee information. 
 
Primary Working Contacts 
Works with the director of business information systems, network and system specialists, and 
other technicians in the technology and information systems department. Consults with users to 
determine hardware, software, system or database functional specifications. 
 
Responsibility for Cash, Equipment, Safety 
None.  
 
Supervision Received and Exercised 
Works under the supervision of the director of business information systems. Occasional 
supervision of staff when the director of business information systems and other directors are 
absent. 
 
Unusual Working Conditions 
None. 
 
Evaluation 
Annual written evaluation. 
 
Physical and Mental Demands 
The physical demands of this position require frequent standing, walking, sitting, speaking, and 
hearing. Requires near vision to write and read printed materials and computer screens. 
Requires hearing and speaking to exchange information on the telephone or in person. The 
employee is regularly required to reach with his/her hands and arms and occasionally lift items 
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weighing up to 20 lbs. Must be able to use carts, ladders, dollies, and stools to assist in moving 
or shelving items. Requires sufficient arm, hand, finger dexterity to operate a keyboard and 
other office equipment. Repetitive motions with wrists, hands, and fingers may also be required. 
Additionally, the employee must be able to communicate by oral and written means in an 
appropriate business manner and have cognitive skills to understand instructions, readily recall 
facts and details, handle conflict, and make effective decisions under pressure.  
 
The Fairbanks North Star Borough School District is committed to providing reasonable 
accommodations, according to the applicable state and federal laws, to all individuals with 
qualified physical or mental disabilities. 
 
Job Qualifications 
The following are required: 

1. Bachelor’s degree in computer science or computer-related field or equivalent technical 
training/experience. (Applicable technology training/experience may be substituted on a 
year-for-year basis.) 

2. Two (2) (or six (6) depending on education and training) years of combined 
programming experience in languages such as Perl/PHP/Ruby/Python/Java/etc., and 
experience with HTML/CSS/Javascript, etc.  

3. Knowledge of relational database and query language use. Functional and 
administrative knowledge of Windows, Mac OS, and Linux/Unix operating systems.  

4. Must work well with end-users to determine needed requirements, respond to questions 
and issues, and promote a high degree of customer satisfaction.  

5. Must be comfortable with training adults in technology tools and concepts.  
 
The following are preferred: 

1. Four (4) years of practical experience as a systems administrator strongly preferred. 
2. Experience with TCP/IP networking protocols (ability to debug and program at the 

network level).  
3. Familiarity with networked/distributed computing environment concepts and 

understanding of basic routing and switch protocols; SIF; network security setup and 
administration; host security (passwords, user IDs, file permissions, file system integrity, 
use of security packages); GIT, relational databases, and using data base query 
languages.  

 
 

Additional Job Information 
Fairbanks North Star Borough School District employees must possess the ability to read and 
write in English. This includes the ability to communicate in English with school staff, coworkers, 
and the public. Employees must also have the ability to comprehend and carry out oral and 
written directions and understand and follow English instructions and written documents.  
 
The Fairbanks North Star Borough School District is an Equal Opportunity Employer. 
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