 [image: ]

	Job Title
	Department
	Reports To
	Effective Date

	ERP Administrator
	IT
	IT Manager
	9/19/2022



Job Summary:
This position will be blend of day to day support and project work. The ERP administrator will provide functional and technical support for ERP-related business issues, ERP upgrades, and maintenance to the ERP. Additionally, they assist in the enhancement/development of reports, dashboards, script writing and other technology-integration projects.

Supervisory Responsibilities:
· N/A

Duties/Responsibilities:
· Collaborate with functional departments to improve the effectiveness of the ERP system and improve workflow
· Customize and configure workflow to allow the integration of client/server applications
· Develop dashboards and operational reports departmental use
· Perform ad hoc analysis of data based on user requests
· Coordinate and collaborate with Operations and IT staff to find solutions to problems identified in testing, resolve issues during systems upgrades and ensure that proper testing of all systems functionality is completed
· Create effective technical (automated and on-demand) reports, and instructional manuals to document systems development
· Troubleshoot system problems and issues encountered by users relating to populating data fields and data reporting
· Identify and resolve issues by recommending modifications to business processes as applicable
· Monitor ERP systems administration, user security on routine basis.
· Participate in evaluation of proposed software or software enhancements, make recommendations based on analysis
· Complete all other projects and tasks assigned by supervisor

Required Skills/Abilities: 
· Technical skill in relation databases
· Must be able to think logically when solving complex business challenges
· Ability to multitask while managing various project tasks
· Strong analytical and problem-solving skills
· Ability to effectively work cross functionally

Education and Experience:
· Minimum of an Bachelor’s degree in Information Technology, Computer Science, Data Analysis or a related field with at least 5 years of experience in similar position
· Demonstrated technical knowledge of ERP systems in a manufacturing environment
· Experience with large data sets
· Experience with Microsoft Navision preferred

Physical Requirements:
· Ability to sit for prolonged periods of time
· Ability to lift 35 pounds occasionally
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