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ICT Systems Administrator 

 
Overview: 
 
Our Lady of Sion College has a long and proud history of educating young women in the Box Hill and surrounding 
areas. The College was established in 1928 by the Sisters of Our Lady of Sion and faithful to their vision and mission, 
the Biblical values of compassion, justice, reconciliation, peace and love are guiding principles that underpin all that 
we do. As a school of approximately 950 students and 120 members of staff, we aspire to be a community where 
each student is named and known, valued and nurtured, encouraged and supported through the personal 
relationships we foster. 
 

The Our Lady of Sion College Mission statement calls us to always ‘speak the truth in love’ and compels us to act in 

the pursuit of ‘justice and truth’. Consistent with our mission as a Catholic school, the Our Lady of Sion College 

community is committed to a culture of child safety and a zero tolerance for child abuse. All staff are expected to 

uphold the primacy of the safety and wellbeing of our students. All staff must comply with the Our Lady of Sion 

Child Safe Code of Conduct and Child Safe policies. Our recruitment processes are strictly adhered to during the 

application and interview process. Applicants should be aware that the College undertakes relevant checks as part 

of our employment practices. Applicants will also be required to submit copies of Working with Children and Police 

Checks and tertiary qualifications. 

Role Expectations: 

 

The role of the ICT Systems Administrator is to support the work of the ICT Manager and all members of the College 

relating to Information and Communications Technology.  The ICT Systems Administrator will assist on a variety of 

projects relating to ICT strategy, technology, information and data services, data bases, network infrastructure, 

maintenance, and future developments. 

 

The ICT Systems Administrator involves working effectively and efficiently within the ICT Services Team under the 

direction of the ICT Manager to provide essential support and service to the College community. With a strong 

focus on System and Network Administration, a key component of day-to-day operations is to support the key 

software applications and infrastructure. The ability to confidently communicate, collaborate and appropriately 

prioritise support, maintenance and improvement works are fundamental to this role.  A high level of attention to 

detail, a strong work ethic and the ability to adapt to change within a dynamic technical landscape is essential to 

the success of the ICT Systems Administrator Role. 
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Key responsibilities include, but are not limited to: 
 

− Supporting and actively promoting the College Mission, the Sionian Charism and the Catholic ethos of the 
College 

− Supporting the Helpdesk and responding to level 1, 2 and 3 support requests in person, via phone and/or 
electronically for staff and students 

− Providing effective support to the College's iPad and BYOD programs 

− First point of escalation of technical issues on the Helpdesk 

− Occasionally providing classroom assistance and support to staff and students 

− The effective maintenance and improvement to the College's network infrastructure under the guidance 
of the ICT Manager 

− Providing application support and maintenance to the various systems within the College 

− Office 365 and Google Apps management and support 

− Ensuring daily and weekly backups are working consistently and resolving any issues 

− Following change management procedures for all system and network infrastructure 

− Identifying and escalating situations requiring urgent attention to the ICT Manager 

− Tracking and routing problems, requests, research and document resolutions 

− Maintaining currency of system information, changes and updates 

− Communicating with vendors about implementation, support, repairs and maintenance 

− Providing focused end user instruction where appropriate 

− Maintaining asset information of computer hardware and software 

− Assisting in the development and maintenance of system, process and instructional documentation 

− Assisting in the implementation of IT projects as advised by the ICT Manager 

− Providing effective advice and recommendations to the ICT Manager on system and infrastructure 

improvements 

− Providing assistance with the maintenance of Windows Server, VMware, Active Directory, DNS, DHCP, 

Firewalls, Microsoft 365 including InTune, ATP,Mimecast, Azure AD and Exchange. 

− Providing assistance and management of HPE SimpliVity as well as working with HP switching configuration 

and VLAN Management. 

− Design, installation, configuration, and management of monitoring management, automation and 

security tools.  

− ADFS for Single Sign On and Azure Saml SSO (integrate internal and external Application for SSO). 

− Managing Phone System and Voicemail server.  

− Applies and maintains specific security controls as required by organisational policy and local risk 

assessments.  

− Managing MDM (Intune / JAMF) and network Monitoring tools. 

− Other responsibilities and duties as requested by the Principal and/or the Director of Business Operations 

and Infrastructure. 

 

 

Essential attributes and skills: 
 

− Completion of a degree in information technology or equivalent, and at least 4 years subsequent experience 

in the information technology sector or an equivalent combination of relevant experience and/or 

education/training. Experience within an education setting would be advantageous but not essential. 

− Ability to develop and apply structured processes for incident resolution. 

− Effective analytical skills to resolve staff and student technical issues. 

− Sound knowledge of Windows Desktop, Server Operating Systems, Office 365 and Google Apps (for 

education administration). 
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− Strong knowledge of Apple iOS and OS X. 

− Strong knowledge of Microsoft Exchange Server. 

− Experience working with Aruba Wireless / ClearPass for WAP’s or relevant wireless technologies. 

− Strong understanding of security fundamentals and best practice. 

− Sound written and verbal communication skills as well as attention to detail. 

− Ability to work autonomously as well as within a team. 

− Strong customer service ethos is critical. 

− Experience in enterprise storage and backup solution. 


