
 

 ECMSI 
158 S Bridge Street  |  Struthers, OH 44471 

www.ecmsi.com  |  330.750.9412 
 

 

 

IT Systems Administrator 

 

General Summary: 

The System Administrator is responsible for the full support life cycle as it pertains to the current 

partner base of the company. This position builds a strong relationship with Clients to assist 

them in maintaining the best products and services by developing a thorough understanding of 

their business and technology needs. 

 

Essential Duties and Responsibilities: 

• Work with Clients to develop a deep understanding of their needs and translate those 

needs into product requirements that satisfy their demands 

• Receive requests for service and products details from customers and provide timely 

responses 

• Effectively communicate features and benefits of solutions and manage prospect 

expectations throughout the lifecycle of the account 

• Maintain in-depth product knowledge of the service offerings of the company 

• IT support relating to technical issues involving Microsoft's core business applications, 

as well as virtual environments built on Microsoft. 

• Design, implementation, and support services for Microsoft related technologies: 

Windows Server, Exchange, SQL, etc. 

• Engineer and implement system solutions for customers using technologies that meet 

their needs 

• Work with our Project & Security Teams to develop solutions. 

• Technical services and support at the network level: WAN and LAN connectivity, routers, 

firewalls, and security 

• Remote access solution implementation and support: VPN, Terminal Services 

• System documentation and consulting services to include system reviews and 

recommendations 

• Communication with Clients as required: keeping them informed of incident progress, 

notifying them of impending changes or agreed outages 

 

Additional Duties and Responsibilities: 

• Attend meetings and ensure opportunities are compliant with company policy 

• Improve customer service, perception, and satisfaction 

• Ability to work in a team and communicate effectively 

• Escalate service or project issues that cannot be completed within agreed service levels 

• Business awareness: specific knowledge of the customer and how IT relates to their 

business strategy and goals 

• Review IT publications and online materials to remain up-to-date with current and future 

technologies emerging in the industry 

• Develop in-depth knowledge of the services and how it relates to partner needs 

• Document internal processes and procedures related to duties and responsibilities 
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• Responsible for entering time and expenses in ConnectWise as it occurs 

• Understand processes in ConnectWise by completing assigned training materials and 

blueprints on the ConnectWise University 

• Enter all work as activities or service tickets into ConnectWise 

 

Knowledge, Skills, and/or Abilities Required: 

To perform this job successfully, an individual must be able to perform each essential duty 

satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or 

ability required. Reasonable accommodations may be made to enable individuals with 

disabilities to perform the essential functions. 

 

• 5 to 10 years’ experience (Certifications are a plus) 

• Interpersonal skills: such as telephony skills, communication skills, active listening and 

customer-care 

• Diagnosis skills of technical issues 

• Ability to multi-task and adapt to changes quickly 

• Technical awareness: ability to match resources to technical issues appropriately 

• Service awareness of all organization’s key IT services for which support is being 

provided 

• Understanding of support tools, techniques, and how technology is used to provide IT 

services 

• Typing skills to ensure quick and accurate entry of service request details 

• Self-motivated with the ability to work in a fast-moving environment 

• Professional IT Certifications, such as: Microsoft MCP, MCSA, or MCSE, Fortinet, Cisco 

CCNA, or VMware VCP 

 

Benefits: 

• 401(k) 

• 401(k) matching 

• Dental insurance 

• Health insurance 

• Health savings account 

• Life insurance 

• Paid time off 

• Vision insurance 

 

Compensation package: 

• Bonus pay 

• Employee stock ownership plan 



Page 1 of 5 

EQUAL EMPLOYMENT OPPORTUNITY / AFFIRMATIVE 

ACTION POLICY 

1   Objective: To affirm the Company’s commitment to providing equal employment 

opportunities (EEO), establishing affirmative action (AA) goals as 

needed, and treating all team members and applicants in a fair, 

consistent, and unbiased manner. 

2   Applicability/Scope: This Policy applies to all EEs in all divisions and subsidiaries of the 

Company and prohibits discrimination whether engaged in by EEs or 

by any individual engaged by the Company, including, but not limited 

to, service providers, vendors, consultants, and customers. 

3   Policy: 3.1 General Guidelines 

The Company is committed to providing equal employment 

opportunities without discrimination based on alienage or citizenship, 

age, color, creed, disability, gender identity, genetic characteristics, 

marital status, domestic violence victim status, conviction record, 

military status, national origin, pregnancy, childbirth-and pregnancy-

related medical conditions, race, religion, sex/gender, sexual orientation, 

veteran status or any other category protected by federal, state or local 

laws. Many states and localities have passed laws adding protected 

categories to this list, and the Company’s commitment extends to these 

categories where applicable.  The Company is also committed to 

delivering on this commitment to all EEs, applicants, and all other 

business partners such as vendors, service providers, and customers, as 

well as to maintaining a working environment free from discrimination 

and harassment as outlined in the Anti-Harassment Policy.  The 

Company also prohibits retaliation against any individual who reports 

discrimination in good faith or participates in an investigation of such 

reports.  

3.1.1 It is the policy of the Company to comply with Federal law 

including but not limited to, Title VII of the Civil Rights Act of 

1963, the Equal Pay Act of 1963, the Age Discrimination in 

Employment Act of 1967, Title I and Title V of the Americans 

with Disabilities Act of 1990, the Civil Rights Act of 1991, 

Executive Order 11246, Section 503 of the Rehabilitation Act of 

1973, the Vietnam Era Veterans Readjustment Assistance Act of 

1974, and their respective implementing regulations at 41 CFR 

Part 60, as well as applicable state and local laws governing 

nondiscrimination in employment in each locality in which the 

Company has operations. 
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3.1.2 The Company makes a determined and sustained effort to prevent 

and eliminate any discrimination within the organization by 

implementing the EEO/AA measures outlined below.  All 

Company employment decisions, including recruiting, hiring, 

placement, compensation, benefits, leaves of absence, transfer 

assignments, training, promotions, layoffs, recalls, terminations, 

Company-sponsored education and training, social and 

recreational programs, and other terms and conditions of 

employment (hereinafter “Employment Decisions”) will be 

administered without discrimination based on alienage or 

citizenship, age, color, creed, disability, gender identity, genetic 

characteristics, marital status, domestic violence victim status, 

conviction record, military status, national origin, pregnancy, 

childbirth- and pregnancy-related medical conditions, race, 

religion, sex/gender, sexual orientation, veteran status or any 

other category protected by federal, state or local laws. 
 

3.2 Equal Employment Opportunity 
 

All Employment Decisions will be based on the requirements and duties 

of the position, individual ability, relevant work experience and current 

or prior job performance. 

 

 

3.2.1 The Company is committed to providing equal opportunities for 

disabled individuals. A EE with a disability within the meaning of 

the law, and who requires accommodation that would enable 

him/her to perform the essential functions of his/her job, should 

speak with the Human Resources Department. The EE has the 

responsibility to cooperate with the Company as part of the 

reasonable accommodation process.  Such reasonable 

accommodation  may take many forms, including making existing 

facilities more readily accessible to or usable by disabled 

individuals, restructuring jobs, modifying schedules, acquiring or 

modifying equipment, adjusting training materials, or adjusting 

employment policies to enable the EE to perform the essential 

functions of his/her job.  The Company may not provide an 

accommodation if it will not enable the EE to perform the 

essential functions of his/her job or where providing such an 

accommodation would create an undue hardship.  
 

 

3.3 Affirmative Action 

 

The Company has prepared an Affirmative Action Plan for those 

businesses where it is required, that reinforces the Company’s 

commitment to equal opportunities to qualified candidates for 
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employment and EEs, without discrimination based on any characteristic 

protected by law, and sets objectives to promote a workforce that reflects 

the racial, gender, protected veteran and individuals with disabilities 

labor pool of the geographic recruitment area. 
 

3.3.1  The Company will conduct an annual review of its workforce by 

geographic area or business unit to assess the racial, gender, 

protected veteran and disabled individual makeup of EEs as 

compared to availability data in accordance with guidelines 

established by the OFCCP. The Company will establish goals for 

minorities, women, protected veteran and the disabled, as 

appropriate. The Company will make a good faith, reasonable 

effort to meet these goals based on active recruitment and 

promotional needs. 
 

3.4 Postings 
 

All current, applicable EEO posters will be conspicuously displayed at 

all Company work sites. 

 

3.4.1 For the purpose of this Policy, all EEO posters include those 

required by local, state, and federal law. Areas to display posters 

should be common to all EEs and applicants whenever possible. 
 

3.5 Complaint Process 
 

Any violations of this Policy will not be tolerated. All reports of 

discrimination will be investigated. Anyone found in violation of this 

Policy will be subject to disciplinary action that may include termination 

of employment. 

 

3.5.1  Any EE who believes that he/she has been the victim of 

discriminatory or biased behavior and/or treatment, or who has 

seen anyone engaging in any discriminatory behavior should 

report the discrimination at once to an immediate supervisor or to 

the Human Resources Department. Managers should take 

immediate action to stop any discrimination of which they 

become aware, and must report any such behavior to the 

Company.  Under no circumstances need a EE report the alleged 

discriminatory behavior to a person he or she is accusing of 

inappropriate behavior.   

 

3.6  Company Response Process 

 

3.6.1 Any reported allegations of discrimination, harassment, or 

retaliation will be investigated promptly, thoroughly, and 

impartially.  If the alleged discrimination, harassment or 
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retaliation involves the individuals who would ordinarily conduct 

the investigation, an alternate means of investigation will be used. 

 

3.6.2  The Company has a compelling interest in protecting the integrity 

of its investigations. In order to do so, the Company must protect 

witnesses from harassment, intimidation and retaliation, keep 

evidence from being destroyed, ensure that testimony is not 

fabricated, and prevent any cover-up from occurring.  In order to 

achieve these objectives, the Company may decide that EEs must 

maintain the investigation and the Company’s role in it in strict 

confidence.  If the Company reasonably imposes such a 

requirement and a EE does not maintain such confidentiality, the 

EE may be subject to disciplinary action up to and including 

immediate termination.  Conversely, in order to adequately and 

thoroughly investigate complaints, confidentiality may be limited, 

consistent with the needs of a thorough investigation. Therefore, 

the Company cannot guarantee complete confidentiality in its 

investigations.  

 

3.6.3 Once the investigation is concluded, the Human Resources 

Department, in conjunction with legal counsel and/or the division 

head, as appropriate, must decide on an appropriate course of 

action. This may include disciplinary action, up to and including 

termination of employment. 

 

3.6.4  EEs will be informed when the investigation is completed and, 

when appropriate, that action was taken in response, though 

specifics may not be provided in many cases. 

 

3.6.5   If the EE who has brought the complaint is not satisfied with the 

outcome of the investigation or with the actions taken as a result 

of the investigation, he/she may speak with the President of the 

company. 

  

 

 

3.7  Consequential Actions 

 

3.7.1  The Company prohibits retaliation against anyone who in good   

faith makes a complaint of discrimination or participates in such 

an investigation, pursuant to Non-Retaliation Policy. EEs should 

be advised that they will not be retaliated against for filing a 

complaint or participating in a complaint investigation. 

 

3.7.2   Complaints of retaliation will be handled in the same manner as 

discrimination complaints outlined herein and in Non-Retaliation  
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3.7.3    Any EE who knowingly makes a false allegation, intentionally 

withholds information, avoids, hinders or interferes with the 

complaint or investigation process, including a refusal to 

cooperate, or otherwise makes a complaint in bad faith, will be 

subject to disciplinary action, up to and including termination.  

 
   

4   Definitions: 4.1 Affirmative Action Plan (AAP)- A written document including      

goals and objectives which delineates the steps to provide equal 

opportunity within the Company’s workforce and is consistent with 

the format and guidelines established by the US Department of 

Labor’s Office of Federal Contract Compliance Programs (OFCCP) 

in accordance with its implementing regulations at 41 CFR Part 60. 
 

  

  

   

 


