TVFCU

Tonawanda Valley Federal Credit Union

Job Title: IT Administrator Job Category: Information Technology
Department/Group: IT Hours 40
Location: Batavia, NY 14020 Travel Required: | Yes, but not typically
Pay Transparency $25 /per hour Minimum FLSA Non-Exempt

$26 /per hour Maximum

Applications Accepted By:

ROLES

The IT Administrator will be involved with all IT related tasks/projects and handle the resolution of IT related issues
when presented. The IT Administrator will also be involved with Operations related tasks in primary and
secondary roles. Roles are subject to change per Management’s discretion.

RESPONSIBILITIES

e  24/7 availability for IT issues (including but not limited to ATM issues)

e Test and implement DataSafe core software updates as needed.

e  Project work —as needed.

e  Monitor and server provisioning

e  Maintain WiFi network.

e  PC/Printer/Tablet setup, maintenance, monitoring etc...

e  Monitor weekly/monthly network penetration tests (both internal and external)

e Test/Install Microsoft Windows patches on both servers and user PCs (requires after hours work)
e Administer Home Banking services and handle all member issues.

e Administer Bill Pay and handle all member issues.

e Administer Office 365 and Azure.

e  Maintain layout of current network hardware throughout the Credit Union.

e  Maintain anti-virus software on all servers and PCs via SCCM.

e Verify all servers/data is being backed up for disaster recovery.

e Maintain/troubleshoot phone system, ATM, cash recycler, postage machine.

e C(Create, test, schedule and maintain daily/weekly/monthly/yearly scheduled jobs/scripts.

e  Process Month End task schedule (can only be done when system is not being accessed by other users;
requires after hours work when processing) (monthly).

e E-statement processing (statement message, upload extract, image in optical)
e Query and run membership through OFAC database (monthly)

e Keep website and mobile site (external and intranet) up to date as needed.
SECONDARY RESPONSIBILITIES

e  Run IT morning processing schedule (daily)
e  Run IT Monthly processing schedule.

e  Process FRB Check Adjustments.

e  Support bill pay.
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e  Monitor Courtesy Pay and Negative Shares (send extension letters and close checking accounts when
necessary)

e  Work with members who have negative checking account balances that want pay by date extensions.
e Courtesy Pay Processing

e Negative shares processing

e Share draft processing.

e Enter forms data into USERS system received from members (Payroll Distribution, Cross Account
Authorization, Stop Pay, etc.)

e  Process Dormant Accounts including manually feeing and query/send notices.
QUALIFICATIONS AND EDUCATION REQUIREMENTS
PREFERRED SKILLS

Applicant must have a wide range of skills with the ability to take on new responsibilities when required.
e  Excellent IT skills
e Ability to communicate with coworkers, members and vendors.
e  Ability to troubleshoot IT/Operations related problems in an efficient and professional manner.
e Highly organized
e  Ability to work with a team towards achieving a goal.
e Has a vision of the direction where the Credit Union needs to travel to remain an integral part of the
community and continue to offer top-level services to our members.

ADDITIONAL NOTES

Applicant must be able to work on multiple tasks/projects concurrently and assist with all other Credit Union
related tasks when required. Overall, must be able to do ALL Operations/IT tasks when called upon.
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