
[image: ]

Database Administrator

	Department:
	Office of Technology and Innovation	
	Reports To:
	IT Manager
	Division:
	Information Technology	
	FLSA Status:
	Exempt
	Pay Grade/Range:
	13.m	
	Revision Date:	
	8/31/2016


GENERAL STATEMENT OF JOB

This position supports the organization’s mission by providing technical database expertise and managing the efforts to import, collect, store, transmit, and use data across the organization. The City currently maintains a SQL environment and has recently completed an Information Technology Strategic Planning process that identifies a number of necessary system upgrades. Design, implementation and administration of databases to support these new systems is an essential function for this position.

Strengths are the unique combination of talents, knowledge, and skills that every person possesses. People use these innate traits and abilities in their daily lives to complete their work, to relate with others, and to achieve their goals. But most people don’t know what their strengths are or have the opportunity to use them to their advantage. At the City of Centennial you will have an opportunity to find out what your strengths are, using StrengthsFinder, and work in a culture of engagement, measured by the Gallup Q12©,  and do what you do best every day.

ESSENTIAL DUTIES
[bookmark: _GoBack]The following statements are illustrative of the essential duties of the job and do not include other nonessential or peripheral duties that may be required. The City of Centennial retains the right to modify or change the essential and additional functions of the job at any time.  

Fully responsible for installation, support and maintenance of the database platforms across the organization.  Under minimal or no supervision, the position will be responsible for applying new releases and upgrades and supporting all products. Creates and manages multiple databases, tablespaces and indexes. Maintains databases up to current security standards. May direct staff in advanced database management procedures and diagnostics when necessary. Monitors, tunes, diagnoses, resolves problems with databases and their performance. Develops and maintains a backup and recovery strategy for all databases. Establishes standards and procedures. Requires a BA/BS or equivalent in Computer Science, a database management certification (preferred) and a minimum of 6 years of experience with administering relational database technology.

Develop, implement, manage, and maintain databases, data management systems, software, and analytical tools.
Analyze, design, write, document, test, train, monitor, maintain and support databases and database applications across all City departments.
Improve efficiencies, enhance analysis, and automate processes relating to data across the organization.
Work as part of a project team to coordinate database development and determine project scope and limitations.
Provide applications support by developing reports, creating and modifying SQL queries and stored procedures, designing and implementing automated processes, modifying and maintaining forms, performing system upgrades, and general troubleshooting.
Plan, coordinate, and implement security measures to safeguard information in computer files against accidental or unauthorized damage, modification or disclosure.
Recommend solutions by defining database physical structure and functional capabilities, database security, data back-up, and recovery specifications.
Support the transition to Enterprise-class and ERP solution(s).
Schedule, plan, and perform the testing of new databases and data-related products and services, identify and troubleshoot errors, and make necessary modifications and corrections.
Development and design of Enterprise GIS database strategies(s), monitoring and improving database performance and capacity and planning for future expansion requirements
Develop methods for integrating different sources of data from across the organization to enable data driven decisions.
Consult with users to determine needs and solutions.
Identify and evaluate industry trends in database systems, anticipate long-term data needs, and proactively serve as a source of information and advice for OTI management.
Provide technical database expertise and training to internal and external users as required.
Establish technical requirements and policies, and ensure staff, vendors, and clients are in compliance.
Identify and communicate database related issues to key stakeholders, including management, development teams, and end users.
Design and maintain quality service by establishing and enforcing organization standards.
Structure data for reporting.
Perform other tasks and duties as assigned.

KNOWLEDGE, SKILLS AND ABILITIES

· 

MINIMUM EDUCATION, TRAINING AND EXPERIENCE

Minimum three (3) years of experience in SQL Server Database Administration and Management Tools.

Extensive experience with backups, restores and recovery models as designer and process owner.
Experience working with Windows Server OS.
Significant experience with database design.
Bachelor’s Degree (or equivalent experience) in Computer Science, Information Systems/Sciences, or a related field, with an emphasis on database design, development, and data management.
Experience with database products other than SQL Server a plus.

REQUIREMENTS TO PERFORM ESSENTIAL JOB FUNCTIONS

Must be able to perform the essential functions of this job, with or without accommodation. 

Physical Demands
The person in this position must be able to remain in a stationary position 50% of the time; needs to occasionally move about inside the office to access file cabinets, office machinery, etc. Occasionally moves office equipment weighing up to 30 pounds. The person in this position frequently communicates with Council members, staff, vendors, and residents; must be able to exchange accurate information in these situations. Must be able to identify Council members, staff, vendors, and residents, as applicable. Must be able to observe, assess, record, and interpret information. 

Work Environment
Work is performed primarily in an office setting with in-person and telephone contacts and may involve frequent interruptions. Work may require attendance at evening and/or weekend meetings.  

Equipment Used/Required
Frequently operates a computer and other office productivity machinery, such as a calculator, copy/fax machine, and computer printer.

EXPECTATION OF ALL EMPLOYEES
Support the City’s mission and values. 

Mission – The City of Centennial is dedicated to providing a high quality of life, delivering superior customer service and achieving the highest professional standards. We strive to uphold our Mission by adhering to our organizational values.  

Values – How We Govern 
Efficient, Effective, Responsive, Accountable, and Innovative 

Values – How We Treat Each Other 
Respect, Integrity, Partnership, Trust, and Personal & Professional Development 



The job description does not constitute an employment agreement between the employer and employee and is subject to change by the employer as the needs of the employer and requirements of the job change.


The City of Centennial is an Equal Opportunity Employer
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