MID-PENINSULA HOUSING

JOB TITLE:
BUSINESS Systems Specialist
SUPERVISOR:
Manger of Business Systems
FLSA STATUS:
Non-EXEMPT

Summary

The Business Systems Specialist is responsible for performing software implementation tasks,   executing procedures to maintain integrated software applications, and providing application support for Mid-Peninsula Housing staff.  He or she is responsible running reports, performing data imports/exports and documenting support and maintenance activities.  The Business Systems Specialist works with software application vendors to troubleshoot problems and identify solutions.
Working Relationships
Internal:
Reports to the Manager of Business Systems; works with Mid-Peninsula staff to provide software support and perform systems implementation activities; works with Mid-Peninsula’s Trainer to identify training topics to solve common user issues
External:
Works with vendors to troubleshoot problems with software applications.  

Essential Job Functions
Business Systems Implementation 

· Assists with the identification of software implementation tasks based on Business Requirements.  Performs project implementation tasks including data entry or data imports.  Documents software implementation tasks including application settings.
Business Systems Support & Troubleshooting

· Provides Helpdesk support for Mid-Peninsula Housing staff  via phone and remote support sessions.  Documents support activities including solutions to common problems.  Works with software application vendors to identify solutions.
Business Systems Maintenance & Reporting
· Performs database exports and produces reports with data from multiple systems.  Performs database imports following documented procedures.  Documents activities performed related to database maintenance and reporting.   
Software Documentation & Training  

· Works with Business Systems Department staff to identify solutions to common problems.  Creates knowledge base entries for department and end-user solutions.  Updates software documentation to adapt procedures to Mid-Peninsula’s policies. 
Qualifications
To perform this job successfully, an individual must be able to perform each essential function satisfactorily.  The requirements listed below are representative of the knowledge, skill, and /or ability required.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

· B.S. in Computer Science or equivalent experience

· Minimum 3 years of software application support experience

· Strong written/verbal communication skills

· Strong Customer Service skills

· Solid understanding of relational database design 

· Experience using property management, affordable housing compliance, and accounting software applications preferred
· Experience with database administration preferred
· Experience implementing software applications and software upgrades preferred
· Some local travel required

· Must have valid California driver’s license and reliable transportation

PHYSICAL DEMANDS

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of the job, the employee is regularly required to use hands to finger, handle, or feel, reach with hands and arms and talk or hear.  The employee requires dexterity in using telephone, computer keyboard, mouse and calculator while seated at a desk.  The employee is frequently required to stand, walk, sit and stoop.  The employee must regularly lift and/or move up to 15 pounds and occasionally lift and/or move up to 30 pounds.  The employee frequently moves within the building to interact with fellow employees.  Specific vision abilities required by this job include close vision, depth perception and ability to adjust focus. 

WORK ENVIRONMENT

The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
To view all of our job openings & descriptions, please visit:

http://www.midpen-housing.org/career
HOW TO APPLY:
Electronic resumes and cover letters are preferred and can be sent to:

jobs@midpen-housing.org[image: image1.png]



-or-

Forward resume and cover letter to: 
Human Resources - Recruiting
303 Vintage Park Drive, Suite #250 
Foster City, CA 94404
Business Systems Specialist
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