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World Class Citizens ~ Life Long Learners

WE ARE HIRING IT SYSTEM
Join our Team ADMINISTRATOR

We are seeking a qualified and experienced System Administrator who will be responsible
for maintaining computing environment by identifying system requirements, managing server
and network environment; installing upgrades, monitoring system performance and security.

Key Responsibilities:

1. Perform daily system monitoring, verifying the integrity and availability of all hardware, server resources,
systems and key processes, reviewing system and application logs, and verifying Completlon of scheduled
jobs such as backups.

2. Perform regular security monitoring to identify any possible intrusions.

3. Install new/ rebuild existing servers and configure hardware, peripherals, services, settings, directories,
storage, etc. in accordance with operational requirements.

4. Establishes system specifications by conferring with users; analyzing workflow, access, information, and
security requirements; designing system infrastructure.

5. Research and recommend innovative, and where possible automated approaches for system
administration tasks.

6. Establishes system by planning and executing the selection, installation, configuration, and testing of
PC and server hardware, software, LAN and WAN (VPN) networks, and operating and system
management systems; defining system and operational policies and procedures.

7. Secures system by developing system access, monitoring, control, and evaluation; establishing and
testing disaster recovery policies and procedures and maintaining documentation.

8. Provide tier 2 - 3 level support to users escalated from Helpdesk.

9. Maintain and support the school website content management system and liaise with its creator
and/or host for any technical issues.

10. Maintain IT Asset register; update new and/or disposal equipment.

11. Attend to on-call routines during weekends and on special events.

12. Upgrades system by conferring with vendors and services; developing, testing, evaluating, and
installing enhancements and new software.

13. Updates job knowledge by participating in educational opportunities; reading professional
publications; malntalnlng personal networks; participating in professional organizations.

14. Protects organization's value by keeping information confidential.

15. Accomplishes organization goals by accepting ownership for accomplishing new and different
requests; exploring opportunities to add value to job accomplishments.

16. Any assignments defined by IT Manager, Business Manager or the Principal.

Qualifications and Skills:

1. Bachelor’s Degree with a minimum of 2 years’ experience in the role of System Administrator.
2. Excellent communication skills both written and spoken

3. Through knowledge of Windows Servers, Exchange server, virtualization, cloud computing,
web development, BDR and security

How to Apply:
Interested candidates are invited to submit their resume, a cover letter outlining their

experience and SU|tab|I|ty for the role, and contact information for two professmnal references
on email to hrm@lss.school.fj Applications should be sent by 24th April, 2026.

- Please note that the organisation reserves the right to fill the position earlier than the deadline if a
suitable candidate is identified.
- Only shortlisted candidates will be contacted.
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