POSITION CLASSIFICATION QUESTIONNAIRE

Department:  

Incumbent:   

Work Schedule/Location:   

Working Title: 
APPL SYSTEM MANAGER
Immediate Supervisor/Title:  

Position Summary (briefly describe the general purpose of the position)

 Provide primary system administration and day-to-day operational support. Serve as the HRIS-Application Support & Reporting Team Lead which includes: providing operational support for HR applications (SAP, BASIS, E-recruitment, Microsoft, AS400, Web Tools), ApplicationExtender data management, providing standard and ad-hoc report requests, provide support to HRIS business system analysts for new HR projects. 

Standard Duty Areas (list primary functions of the position with the percent of time generally allocated to each)

Provide primary system administration and day-to-day operational support. 

Serve as the HRIS-Application Support & Reporting team lead which includes: providing operational support for HR applications (SAP, BASIS, On Track, E-recruitment, AS400, Web Tools ), ApplicationExtender data management, provisioning of standard and ad-hoc report requests, provide support to HRIS business system analysts for new HR projects. 

Review report and extract queries, prepared by team members, to ensure desired results are attainable and efficient use of UAMS computing resources is maintained. Assist associates in effectively executing committed deliverables and, if necessary, solicit HRIS business system analysts to assist with report logic / criteria. 

Implement quality procedures to ensure effectiveness, including documented work intake process, peer reviews of report/extract criteria, queries and result sets. 

Assist HRIS business systems analysts in determining feasibility of adapting manual office procedures to automated computer applications; participate in peer reviews to review existing processes & systems for the purpose of increasing operational proficiency or leveraging of existing capabilities to new requirements. 

Prepare and maintain form and procedure manuals to effect implementation and continuing operation of computer applications. 

Consult with departmental users as required to provide technical guidance and direction and to develop efficient programs compatible with departmental needs; maintain liaison with representatives of other University data processing operations and professional organizations to ensure utilization of current principles and techniques. 

Prepare reports and analyses setting forth progress, adverse trends and appropriate recommendations or conclusions as requested. 

Perform other related duties incidental to the work described herein. 

The above statements describe the general nature and level of work being performed by individuals assigned to this classification. This is not intended to be an exhaustive list of all responsibilities and duties required of personnel so classified. 

Position Directly Supervises/Leads (name/title) 

Decision Making:   

Budget Responsibility: 
Interaction (describe type and frequency of interaction with internal staff, other departments, visitors, and outside organizations)
 

Accountability (direct responsibility for outcome of projects or decisions made) 

Essential Physical Requirements (list the percent time involved for each that is essential in performing the major duties of the position)

Bending  (%)______Standing  (%)______Walking  (%)______Eyesight  (%)______
Hearing  (%)______Driving  (%)_______Speaking  (%)_____
Repetitious Movement  (%)______
Lifting, weight lifted______

Lift to: waist, _______chest, _______above head_______

Exposure To Harsh or Extreme Conditions (chemicals, cleaning agents, blood and body fluids, extreme temperatures)

Equipment Used In Position (type and percent time)

Minimum Qualifications (knowledge, skills, and abilities needed upon entry into the position)

  Ability to Follow Oral Instruction, Read and Write

  High School, GED or formal educational equivalent

  Baccalaureate Degree, Major:     Work requires a Bachelor's degree in computer science or a computer related field, or equivalent coursework, technical training, and work experience.
 Advanced Degree, Type/Major: MACROBUTTON NoMacro [Click here and type degree]
 Professional License/Certification: MACROBUTTON NoMacro [Click here and type name of license/certification]
  Work Experience, (Length of Time, General and Directly Related)   3 years of in depth Human Resources process experience in at least one of the following areas (Applicant Tracking & Recruitment, Employee Benefits, Compensation, Employee Relations, Workman’s Compensation, HR Data Analysis & Reporting, etc.).   OR AN EQUIVALENT COMBINATION OF RELEVANT EDUCATION AND/OR EXPERIENCE 


I have participated in the review of my job and agree with the above description.

Yes_____No_____Comments_________________________________________________________________________________

Required Signature____________________Date________________________________________________________________

As supervisor of this position, I have participated in the review and agree with the above description.

Yes_____No_____Comments________________________________________________________________________________

Required Signature____________________Date_______________________________________________________________



