
IT MANAGER 
 
Job Location:  ISNA Headquarters, Plainfield, IN 46168 
Job Status:  Full-time 
 
Job Description:  Interact with the ISNA staff (users), developers, and the MIS department to 
promote information sharing, coordinate enterprise information architecture, develop physical 
data models, assist in the coordination of development methodologies and tools, and provide 
data management operations to ensure the security, quality, performance, and accessibility of 
ISNA's informational resources. 
 
Responsibilities will include the following: 
Network Management 

1. Providing IT support to the head quarters and to its satellite office located in 
Washington, DC 

2. Create and maintain network users, security  and groups 
3. Ensuring that storage, archiving, backup and recovery procedures are functioning 

correctly 
4. Controlling access permissions and privileges 
5. Maintain and trouble-shoot ISNA’s network  
6. Setup and upgrade software on desktops 
7. Setup new computers and connect them to network and resources 
8. Update the patches and antivirus definitions on servers and workstations 
9. Trouble-shoot hardware / software issues 

 
Database Management 

1. Overseeing the Application development of Database front-end  
2. Create, design and update the database tables and queries to process departmental 

requests 
3. Design coursers that could add/modify new or existing information in the database. 
4. Design customized reports for departments (Crystal Report) 
5. Run queries to keep the databases updated 
6. Tune up the databases to run more efficiently and faster 
7. Create regular backups of the databases 
8. Help departments in updating the addresses from the returned mail received from  

departmental mailings 
9. Get addresses corrected on regular basis through National Change of Addresses (NCOA) 

agency that gets updated addresses from the US Postal service. 
10. Create and maintain user guide  for Database front-end 
11. Gather requirements from users and communicate it to the developers in a design 

document 
12. Create use cases and test plans to test the application 
13. Train ISNA Staff  as an when needed 

 



ISNA Website Management 
1. Webmaster for ISNA website. (A webmaster is responsible for monitoring, improving, 

and updating the performance of existing Web sites) 
2. Coordinate and communication the design changes from users to developers 
3. Assist and train ISNA staff, how to update their departmental pages 
4. Assist ISNA with design that will streamline website or portal development 

 
Job Requirements 
In addition to a Bachelors Degree, you are required to have a minimum of 1-2 years experience 
in managing databases and websites.  You must be an expert with writing queries and 
understanding data.  This position requires excellent communication, mentoring and 
troubleshooting skills.   
 
Applicants: 
Contact:  Sr. Habibe Ali    Email:  habibe@isna.net 
Phone:  317-839-1824     Fax:  317-839-1805 

 

mailto:habibe@isna.net

