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JOB DESCRIPTION 

 
JOB TITLE  

 
SHAREPOINT ADMINISTRATOR 

ROLE MISSION 

The main purpose of the SharePoint Administrator’s post is to oversee 
the SharePoint Portal Server infrastructure, user access and 
application deployment. Support the installation, configuration, security, 
operation, and maintenance of all web portal servers, equipment, and 
software related to SharePoint infrastructure. 

 
ORGANISATIONAL STRUCTURE  
REPORT TO  
 
DIRECT REPORTS 
 
NUMBER OF REPORT  

 
 
 
 
Data Capturer 
 
 

 
REQUIRED MINIMUM QUALIFICATION / EXPERIENCE  
 

 

 MCITP: SharePoint administrator 2010.  

 CompTIA Security+. 

 MSCD.net 2005 or above. 

 BS/BA in IT related area. 

 MS SharePoint 2007 or 2010 installation, configuration and 
troubleshooting experience.  

 Microsoft SQL administration and troubleshooting. 

 5+ years of experience with SharePoint administration. 

 5+ years of experience with SGL server. 

 5 + years of experience with Net Development. 

 COM +. and 
 MS office Integration.  

 
JOB GRADING LEVEL  

 
C2 
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REQUIRED COMPETENCIES  
 

 Experience with monitoring and capacity planning specific to 
SharePoint. 

 Proven problem-solving, change management and technical 
planning skills. 

 Effective written communications skills / Good spelling and grammar 
skills. 

 Strong analytical and Decision making skills. 
 Effective verbal and listening communications skills. 
 Ability to communicate effectively. 
 Excellent Time management skill. 

 Ability to juggle multiple projects while meeting deadlines. 
 Strong leadership and managerial skills. 

 
KEY PERFORMANCE AREAS 

 

NO. KEY PERFORMANCE AREAS 
(MAJOR ACTIVITIES / 
RESPONSIBILITIES)  

INPUT (METHODS USED)  OUTPUT (EXPECTED RESULTS)  

 
1. 

 
SharePoint Duties 

 
 Install and configure SharePoint infrastructure. 
 Plan, design and implement SharePoint 

security including, but not limited to, 
authentication, security roles, user groups, 
audiences, and item level security. 

 Plan, design and implement SharePoint data 
protection, backup and recovery. 

 Assist with evaluating new SharePoint 
technologies and recommend best-practice 
solutions. 

 Troubleshoot functional and technical incidents 
occurring within SharePoint. 
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 Plan and design improvements to SharePoint 
performance as directed. 

 Perform corrective SharePoint administration, 
configuration and maintenance as required. 

 Create documentation for any function 
performed under any competency as directed. 

 Plan, design, implement and modify 
navigational and aesthetic changes to 
SharePoint pages as directed. 

 Ensure solutions require minimal training to the 
end user while maintaining high reliability and 
usability. 

 Maintain technical documentation that supports 
the systems. 

 Analysis reporting for the purpose of capacity 
planning. 

 Guide record management processes and 
procedures. 

 Separates information into different sections to 
categorise and identify certain characteristics. 

 Solves information that is difficult to read using 
cryptographic tools. 

 Develop templates for use by the organisation 
to streamline the capturing of information. 

 Operates a variety of machines and equipment 
such as computers with a variety of systems, 
keyboards, scanners, printers, and copy 
machines. 

 Knowledge of specific computer software and 
programs for data entry tasks. 

 Enters data onto tapes or disks for later entry 
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 responsible for loading machines with the 
required materials including paper, disks, tape, 
cards, etc.  

 
2. 

Development and Maintenance 
Management 

 Add new solutions to the BFS codebase and 
maintain as well as enhance functionality. 

 Exercise version control over all code. 
 Ensure that the scanner solution is working 

perfectly. 
 Supervise SharePoint usage according to a 

Quality control all SharePoint related work 
output. 

 Greed organisational standard. 
 

 

 
3. 

 
Record Management 

 Explains rules, policies, and procedures. 
 Prepares documents for scanning. 
 Scans/films documents with scanning/microfilm 

equipment and related peripheral equipment. 
 Process scanned images to guarantee quality. 
 Indexes and stores completed rolls of film or 

any other form of media. 
 Performs minor repairs to damaged materials. 
 Establish, implement, and maintain a 

computerised database filing system. 
 Maintaining the archival records system. 
 Posts changes to computerized or manual 

control records, releases documents, and 
notifies affected departments. 

 Assists with record management tasks such as 
form preparation, design and control, filing, 
copying, and records purging. 
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 Assists with record management tasks such as 
form preparation, design and control, filing, 
copying, and records purging. 

 Ensures that the recordkeeping tasks are 
properly coordinated with other units in the 
department. 

 Ensure that the confidentiality and security of 
records is maintained. 

 Assists other departments in obtaining 
information from archive files, and assists with 
destruction of records. 

ROLE DEFINITION SIGNATURES 

AGREED BY INCUMBENT :   

AGREED BY MANAGER:   

DATE:   

 


