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  Network Administrator 
 

 
Overview: 
The Network Administrator oversees Holy Trinity’s computer network to ensure proper 
maintenance and security.  This includes identifying network and computer system needs, 
overseeing the installation of new hardware and software, and using employee feedback to 
isolate and resolve issues.  This position provides support to Holy Trinity Parish staff, School 
(K-8), and Early Education Center.  
 
General Responsibilities: 
 Plan, design, and administer data networks and servers.  Ensure network integrity 

and backup.  Implement LAN/WAN maintenance and management procedures. 
 Maintain Windows Network VMWare and Google Workspace Admin console 
 Provide daily technical support to users and maintain computers across the 

organization including software installation and maintenance, anti-virus/spyware, 
Windows updates, applications, and connectivity. 

 Install and maintain print devices, projectors, and televisions across campus 
 Collaborate with consultants/vendors responsible for maintaining fire monitoring 

system, access control system, HVAC control systems, A/V systems, and phone 
systems 

 Research new technologies and make recommendations for adoption.  Assist in 
implementation and training. 

 
 
School Specifics: 
 60+ teachers and staff, 600 students, 400+ computers, 60+ network printers, 45+ 

projectors 
 Educonnect School website and database, Follett Library, Renaissance Place, EZ-

reach, and Mathfactmaster 
 One computer lab, twelve mobile Chromebook carts 

 
Church Staff Specifics: 
 20 users, 17 printers, 4 projectors, 3 televisions 
 ParishSoft, Quickbooks, Google Calendar, Sacramental Registry 

 
Early Education Center Specifics: 
 23 teachers and staff, 15 computers, 3 network printers  
 ProCare database, ParentSquare 

  



Job Description                 Holy Trinity Catholic Church 

 

2 
 

 
 
 
Qualifications/Skills 
 Strong understanding of computer networking concepts 
 Ability to implement, administer, and troubleshoot network infrastructure devices 
 Hands-on technical troubleshooting capabilities 
 Ability to problem solve and think critically  
 Ability to work independently under minimal supervision 
 Strong communication and customer service skills 
 Project management skills 

 
 

Education 
 Bachelor’s degree in computer science or network-related field or similar technical 

education and certifications 
 5+ years related experience 
 Additional certifications are a plus 
 Abreast of latest advances in information hardware, software, and application 

technologies 
 

Other 
 Reports to Director of Administrative Services 
 Salaried, exempt position 
 30-40 hours per week (TBD).  Position qualifies for full benefits through the 

Archdiocese of Kansas City in Kansas including 401K plan. 
 Monday through Friday with responsibility of addressing after-hours issues 
 Must pass background check, complete Safe Environment training, and maintain on-

going compliance 


