Checklist of System Administrator Responsibilities and Duties

[bookmark: _Toc372621588]System Admin Attributes
List of attributes of a system administrator:
· Responsive
· Good listener, good communicator
· Has time to do the job
· Committed
· Well respected by co-workers
· [bookmark: _GoBack]Adequate computer skills
· Attention to detail
· Understanding of the organization structure
· Team player 
· Good trainer/instructor
· Patient with others
System Admin Functions

It is important for an agency/facility to select the correct person to designate as their system administrator of the MOTS Administration and Configuration System.   Below is a definition of a system administrator and the functional responsibilities and attributes the person may need.  It is recommended that each agency/facility eventually select more than one system administrator due to turnover, workload and availability.  

System Administrator:  An Agency or facility system administrator is defined as a person who directs or performs all activities related to maintaining a successful MOTS database environment.  Responsibilities include implementing and upkeep of the MOTS database system, integrity of the data, establishing policies and procedures pertaining to the management, security, maintenance, and training employees in MOTS database use.

The system administrator functions in MOTS that are available to a given user depend on the user’s role. There are three levels of users for MOTS administrator: AMH administrators, agency administrators, and facility administrators. 

1. AMH system administrators- are AMH staff only and this role will not be covered within this user guide

2. Agency system administrators will be responsible and authorized to use the MOTS administration system for the following tasks**:
· Set up and manage agency profiles
· Set up facility profiles
· Set up and manage agency users
· Set up and manage system administrators for facilities associated with the agency
· Request a change in data submission method for agency or facilities associated with the agency
· Request merge and un-merge process for agency’s or facility’s client records

3. Facility system administrators will use MOTS administration system for the following tasks:
· Manage facility profiles
· Set up and manage facility users 
· Request a change in data submission method for the facility
· Request merge and un-merge process for facility’s client records

**An Agency System Administrator can also act as the Facility System Administrator when appropriate. 
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