
Western Kentucky University

Position Description

Position Title: Systems Specialist II



FLSA Category: Non-Exempt
Date: July 2004
Salary Grade: Unknown
Purpose of Position

The Systems Specialist II is responsible for the planned and current utilization of financial software systems.

Primary Job Functions

The following duties are customary for this position, but are not to be construed as all-inclusive.  Duties may be added, deleted, and assigned based on management discretion and institutional needs.

· Identifies training needs and provides instruction and assistance for university users in the utilization of financial software systems.

· Coordinates access to Banner Finance for university employees.

· Assigns approval cues, log in, password, and security screens for new hires.

· Assists with the identification of opportunities to streamline administrative processes through electronic workflow.

· Creates manuals on how to use Banner Finance.

· Studies planned and current software and upgrades to financial software systems to enhance efficient utilization across campus.

· Creates and maintains flow charts for each department in the university.

· Looks at requisitions on line.

· Troubleshoots problems associated with Banner Finance.

· Contacts and aids employees with problems associated with Banner Finance.

· Adds and routes all new grants and funds to the Banner Finance system.

· Monitors spending of university funds.

· Oversees updates to financial web sites.

· Changes check delivery if needed through Banner Finance.

· Changes location, room, and contact person for shipping codes if needed through Banner Finance.

· Maintains the Web for Finance program.

· Trains the use of Banner Finance in groups, online, or one-on-one.

Secondary Job Functions

None.
Minimum Training and Experience Required

Baccalaureate degree in Information Systems; five years experience with mainframe financial software systems; experience with implementing a new software system preferred.

Knowledge and Skills Required

Organizational and communication skills required; e-mail use required; effective oral and written communication skills required.

Physical and Mental Abilities Required
Ability to concentrate for long periods of time on numbers and codes; ability to keep current on financial software.

Systems Specialist II

Organizational Relationships

Position reports to the Administrative Computing Services Director.

Performance Expectations

The duties and responsibilities of this position must be performed in a competent manner following the highest standards of professionalism, integrity, accountability, responsibility, cooperation, and customer service. 


