CHELTENHAM TOWNSHIP

Now Hiring

IT Network Administrator
THE COMMUNITY
Cheltenham Township is a first-class township with a Home Rule Charter, governed
by a board of seven commissioners, one representing each of the Township's Wards,
and administered by a full-time Township Manager accountable to that board. Its
diverse suburban community of over 37,000 enjoys the benefits of close proximity to
Philadelphia, hosting multiple business districts, two historic districts, and 25 park
areas across its 9 square miles.
A Township that was created in 1682 as part of Philadelphia County,
Cheltenham cherishes its diversity and history and will continue operating
in rich traditions, while striving to continue offering municipal services that
maintain and enhance quality of life and neighborhood vibrancy.

THE ORGANIZATION
These days, an organization is only as strong as its technology and cybersecurity.
Under general direction of the Director of Finance, the role of the IT Network
Administrator will be to perform a variety of Information Technology (IT) technical
support functions related to systems maintenance of the local area networks
(LANs) and telecommunications systems, administration of personal computer
workstations, mobile data terminals, in-car camera systems, body-worn cameras
and peripherals, security administration, technical support to users,
troubleshooting of hardware and software problems, and installation of hardware
equipment and software applications.

Township
Mission
It is the mission of the
Township of
Cheltenham to provide
outstanding municipal
governance and
services that meet the
needs of our residents
and businesses in a
cost-effective and
professional manner.
It is the Township’s
vision to celebrate our
vibrant, diverse, and
historic community, to
enhance and maintain
quality of life, and to
achieve economic and
environmental
sustainability by
promoting actions and
opportunities
consistent with good
stewardship of our
natural and financial
resources.

THE POSITION
Essential duties and responsibilities for this position are
as follows:
Assist in the day-to-day operations of the Township’s technology
needs, including WiFi networks; implementing system upgrades;
installing new and additional hardware and software as required;
replacing, repairing, upgrading, and maintaining system
hardware and software; monitoring and recommending
improvement to operational performance and security;
troubleshooting system problems; isolating the cause of system
failures; maintaining operational efficiency and loading balancing
of the systems.
Evaluate and analyze Township’s information systems needs and
requirements; develop and recommend application and resource
priorities; administer changes and adjustments to systems as
needed.
Develop and manage disaster recovery plans and procedures.
Recommend the purchase of new supplies and equipment.
Monitor the performance of the system; track possible problem
areas affecting response time; prepare recommendations for
correction of problems and improvement in performance.
Manage the allocation of resources including disks, terminals,
and memory.
Assist in developing and implementing backup policies and
procedures; perform system backups.
Assist in developing, implementing, maintaining, and enforcing
policies and procedures for IT operations.
Ensure that the operational, environmental, and application
software are kept up with current release levels.
Analyze, configure, plan, install, maintain, and troubleshoot
personal computers, cabling, in-car laptops, camera systems and
peripherals.
Maintain and compile an electronic documentation library of user
procedure manuals, technical references, training manuals,
handbooks, and guides; maintain logs, charts, diagrams, and
testing data for Township’s data, voice, and video network.

PHYSICAL DEMANDS
While performing the duties of this job, the employee is
frequently required to sit, talk, and hear; use hands to
handle, feel, or operate objects, tools, or controls; and
reach with hands and arms. The employee is occasionally
required to walk, stoop, kneel, climb ladders, and crouch.
The employee must occasionally lift and/or move up to 50
pounds. Specific vision abilities required by this job include
close vision, color vision, and the ability to adjust focus.

Support telecommunications that include telephone
service at various sites.
Develop justifications and recommendations for
acquisition of computer hardware and software; prepare
specifications for bid documents; review and evaluate
contracts and proposals.
Work with vendor representatives to identify and correct
causes of hardware and software malfunctions and to
perform enhancements.
Respond to and resolve difficult inquiries and complaints.
Attend and participate in professional group meetings;
stay abreast of new trends, innovations, equipment,
including WiFi and languages used in computer systems,
Information Technology, word processing, spreadsheets,
databases, graphics, and desktop publishing.
Provide emergency response to reduce down time, correct
errors, monitor vendor activity, off-hours scheduled
maintenance, and system failures, or on as-needed basis.
Assist in developing, planning, implementing, and
administering division goals, objectives, policies, and
procedures.
Perform related duties as assigned.

KNOWLEDGE OF:

ABILITY TO:

Operational characteristics, services, and activities

Implement comprehensive computer and

of Information Technology.

telecommunications operations-related projects and

Modern and complex principles and practices of

training programs.

computer systems management, analysis, design,

Perform difficult telecommunications and computer

programming, and maintenance, including WiFi

information system operation, installation, repair, and

networks.

maintenance work involving the use of independent

Design, operations, properties, and capabilities of

judgment and personal initiative, often working without

networks and network cabling, including WiFi

direct supervision.

networks.

Analyze problems; identify alternative solutions; project

Various software packages, including word

consequences of proposed actions; implement

processing, spreadsheet, data processing, graphics,

recommendations in support of goals.

and desktop publishing applications and programs.

Interpret and apply policies, procedures, laws, and

Principles of telecommunications, including basic

regulations pertaining to assigned programs and

telephone wiring and configurations, database, data

functions.

communication, and operating systems.

Monitor and support networks.

Operation and care of computer equipment.

Accurately evaluate and prioritize hardware and software

Data processing management and general

requests.

administration practices and techniques.

Prepare and maintain accurate and complete records.

Operating characteristics, capabilities, capacities,

Prepare clear and concise reports.

and limitations of computer-related peripheral

Respond to requests and inquiries from end-users.

equipment.

Exercise good judgment, flexibility, creativity, and

Data management theory, principles, and practices

sensitivity in response to changing situations and needs.

and their application to a wide variety of services and

Understand and carry out oral and written instructions.

programs.

Communicate clearly and concisely, both orally and in

Operating systems such as Windows and SQL

writing.

operating systems, mini-computer applications, and

Use tact, initiative, prudence, and independent judgment

telephone systems.

within general policy, procedural, and legal guidelines.

Standard Website and Web Application development

Establish and maintain effective working relationships.

languages, including HTML, DHTML, XML, Scripting,

Operate, install, maintain, configure, and troubleshoot a

.NET, and JAVA.

variety of highly technical computer equipment and

Occupational hazards and standard safety practices

peripherals.

necessary in the area of computer operations.

Run wire and cables to and around workstations and in

General principles of risk management related to the

ceiling.

functions of the assigned area.

Obtain Criminal Justice Information Systems (CJIS) level

Techniques for providing a high level of customer

four certification.

service to public and Township staff in person and

Pass a fingerprint based background check.

over the telephone.
VLAN, VPN and current networking best practices.
Virtual computing, including VM Ware and Hyper V.

Licenses
Microsoft Certified Software Engineer or Certified
Netware Engineer is desirable.
Possession of, or ability to obtain, a valid driver's
license and a satisfactory driving record.

DEMOGRAPHICS

WHAT WE'RE ABOUT

Population: 37,452

Cheltenham Township strives to uphold the following

Median Household Income: $85,217

values and characteristics:

Bachelor's Degree or Higher: 54.9%
Employment Rate: 63.2%
Total households: 14,785
Ages

Race
Native American: .3%
Asian: .7%

Under 5: 4.4%
5-17: 15.6%
18-64: 62.1%

Black: 37.8%

65 and over: 17.9%

Hispanic: 6.5%

Diversity & Inclusion

Forward-thinking

Teamwork

Sustainability

Excellence

Historic Preservation

Professionalism

Creativity

Guided by the above, the Planner will execute the
duties of this position, promoting economic
development and presenting a positive demeanor
through interactions with all zoning applicants and
community stakeholders.

White: 45.3%
Other; mixed race: 9.4%

Compensation and Benefits

The starting salary range for this position is competitive, depending on qualifications and experience. The Township
offers a full range of employment benefits, including medical, dental, and vision plans, additional life and health
insurance options, and paid vacation and sick time. Township residency is not required to apply for this position, but
the hired candidate must reside in one of 20 surrounding municipalities approved by the Township Personnel Code,
including the City of Philadelphia and an approximately ten mile radius around the Township.

Application Process
This position will be open until filled.

Qualified candidates please submit cover letter and resume:
- Via email to rzienkowski@cheltenham-township.org, or
- By U.S. mail to:
Robert Zienkowski, Township Manager
Cheltenham Township Administration Building
8230 Old York Rd.
Elkins Park, PA 19027.
Cheltenham Township is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act, the township will
provide reasonable accommodations to qualified individuals with disabilities and encourages both prospective and current employees
to discuss potential accommodations with the employer.

Cheltenham Township Administration Building
8230 Old York Road

Elkins Park, PA 19027

215-887-1000
www.cheltenhamtownship.org

