
   Junior Systems Administrator 

 

 

The Chinatown Service Center (CSC) is a nonprofit organization that provides multilingual health and social 

services, employment training and counseling in the Greater Los Angeles area. For further information on CSC, 

Visit our web site at http://www.cscla.org  

Position:        
  

Junior Systems Administrator 

Open Date:     
  

August, 2018 
  

Closing Date:      Until filled  
 
 

Job Summary: 
 

This position reports to the IT Manager and will work closely with the different members on all departments. Must have 
excellent communication skills and be able to work in a highly detailed fashion, logging work in detail, with minimal 
supervision and is available immediately.  He or she must be available to work on any day as needed because this position will 
have 24/7 on-call duties and responsibilities. 
 

Example of duties: 
 

 Analyze and troubleshoot system (both hardware and software) issues and resolve or recommend solutions. 
 Work with customer support and actively follow up on tickets/issues for quick resolutions. 
 Create and manage system documentation, including configurations and backup procedures. 
 Participate in the definition and implementation of system components including new servers, hardware, software 

and upgrades. 
 Install, upgrade, support and troubleshoot operating systems and apply patches and updates as needed. 
 Must possess solid knowledge of operating systems and networking hardware and software. 
 Provide technical management of network infrastructure, backup and disaster recovery of supported systems. 
 Provide all level support to end users and management. 
 Work with teams to ensure project deliverables are met. 
 Set up, monitor, and support client/servers, Windows 2008/2012/2016 Active Directory. 
 Support, maintain and ability to design core network services like DHCP, DNS, WINS in Active Directory. 
 Develop and maintain documentation of infrastructure deployed to support Windows and related applications. 
 Collaborate with team members to execute IT strategy in a cost effective and timely manner. 
 Stay abreast of industry best practices and integrate new methods and tools as appropriate. 
 Manage infrastructure projects from inception to production and support and maintenance. 
 Work with various teams to support the formation of value-added equipment care and preservation methods and 

practices that improve safety, quality, productivity, delivery and costs. 
 Perform other duties as assigned. 

 
 

Job Qualifications: 
 

 Over 2 years of real-world experience in Systems Administration or IT Support related roles. 

 Required experience in VMware vSphere 5.0 and above and Remote Desktop Services. 

 Experience in 2008/2012/2016 servers in an enterprise environment with TCP/IP DHCP, WINS, DNS, 

LAN/WAN/WLAN NTFS permissions administration and management. 

http://www.cscla.org/
http://www.cscla.org/


   Junior Systems Administrator 

 

 Experience with Microsoft Windows 7, Windows 8 and Windows 10. 

 Experience in providing support in all levels. 

 Ambitious, motivated and self-starter with the ability to complete work independently and within a team 

environment. 

 Ability to learn new technologies and implement it to a dynamic environment. 

 Knowledge of Veeam Backup & Replication, Veritas Backup & Recovery, Symantec Antivirus solution, Cisco Switches, 

VLAN, VPN and Sonicwall and Cisco Firewalls are a huge plus. 

 Must have a basic understanding of SQL. 

 Minimum of an AA Degree or Bachelor's Degree is preferred. 

 A+ certificate MCP, MCSE, MCDBA certificates preferred.  

 Bilingual Chinese Cantonese and/or Mandarin preferred, but not required. 

 

 

 

Please send your resume to: 

cschr@cscla.org 

Subject: Junior Systems Administrator 
 

Chinatown Service Center is a nondiscrimination equal opportunity employer. 

Reasonable Accommodations are available upon request to individuals with disabilities. 
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