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POSITION ANNOUNCEMENT

COMPUTER SYSTEMS ADMINISTRATOR

Western Kentucky Federal Community Defender, Inc. (KY-W CDO) is accepting
applications for a full-time Computer Systems Administrator (CSA). KY-W
CDO is a nonprofit organization fully funded by the Administrative Office of the
United States Courts. We are not a government agency and as such are not
government employees. KY-W CDO provides legal representation to indigent
persons charged with federal crimes in the Western District of Kentucky.

JOB DESCRIPTION: The CSA manages the operations of all IT-based systems
to ensure reliability and effectiveness, safeguards the integrity of the KY-W
CDO's data, and provides technical end-user support for KY-W CDO employees,
including training programs. Other job duties include, but are not limited to:
installation of computer equipment; equipment upgrades and maintaining on-going
familiarity with new software and hardware technology; litigation support;
electronic discovery management; procurement of office automation equipment;
serves as central point of information and assistance for office automation users on
all matters related to equipment and applications; IT budget development, research
and implementation of new technologies; Develop, document and maintain
standard operating procedures for all installed IT systems and applications;
Inventory management and annual audit compliance; Network and firewall
administration

REQUIREMENTS AND QUALIFICATIONS: To qualify for the CSA position,
a person must be a high school graduate or equivalent and have at least three years
of general experience, which provided a working knowledge of automated
systems, and three years of specialized experience, and comprehensive knowledge
of computer systems administration principles, practices, methods and techniques.
Some higher education from an accredited college or university, preferably with a
concentration in computer or management-information science or a related field,
may be substituted for some of the required experience. Ability to lift 50 lbs.
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