
 
  

  

  
 

 
 

 

 
 

 
 

Junior System Admin SUPERVISOR: Director of Quality and Information Systems 

HOURS: Part-Time CLASSIFICATION: Hourly/Non-Exempt 
 

Jericho Road Community Health Center (JRCHC) provides a culturally sensitive 

medical home, especially for refugee and low-income community members, facilitating wellness 

and self-sufficiency by addressing health, education, economic and spiritual barriers in order to 

demonstrate Jesus' unconditional love for the whole person. 
 

The Junior System Admin will use computers and computer systems (including 

hardware and software) to program, set up functions, enter data, or process information for the 

organization. They will analyze information and evaluate results to choose the best solution and solve 

problem. On an ongoing basis, they will provide information to the Director of Quality and Information 

System, and consult with outside IT Specialists as needed. They will keep up-to-date technically and 

apply new skills to their job as technology evolves. They will develop specific goals and plans to 

prioritize, organize and accomplish tasks at hand. 

 

 
 Associates Degree in Information Systems or 2 years experience working with computer and 

information systems diagnosis and problem solving 

 Using logic and reasoning to identify the strengths and weaknesses of alternative solutions, 

conclusions or approaches to problems  

  Excellent verbal and written communication skills 

 Ability to work independently, multi-task, set priorities, track projects status, meet strict deadlines 

and deliver results 

 Strong organizational, time management, effective communication and attention to detail 

 Proficiency in computer programs 

 Creativity and problem-solving capabilities 

 Positive and engaging interpersonal skills 

 Strong self-motivation 

 Flexible schedule 

 Experience working with diverse and multilingual populations 

 Commitment to the organizational mission and values of JRCHC 

 Ability to use good judgment, good customer service and work under pressure in consistently 

evolving projects while maintaining flexibility 

 

 Serve as JRCHC’s primary liaison for Gmail suite 

 Manage and update phone extension list  

 Identify complex problems and review related information to develop and evaluate options and 

implement solutions 

 Implement and manage IT ticketing to all JRCHC users 

 Implement and manage remote access to all JRCHC users 

 Ensure the correct labeling of all electronic devices 

 Maintain IT inventory list 

  Identify measures or indicators of system performance and the actions needed to improve or correct 

performance, relative to the goals of the system  

  Troubleshoot hardware and software issues 

 Perform hardware and software installations and configurations  

 
  

 



 Available off hours for system maintenance and upgrades 

 Actively participates in cross-functional projects to support JRCHC operations while 

demonstrating the ability to work as a team member 

 Other duties as needs arise or as requested by management 

Interested candidates please forward resume to: krista.schwartzott@jrchc.org OR 

Attention: Krista Schwartzott, HR Director 184 Barton Street, Buffalo, NY 14213. NO 

PHONE CALLS PLEASE 
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