ASD Functional Job Descriptions

Business Systems

Function Responsibilities

Responsible for analysis, evaluation and training on business systems, and for resolving integration issues between the business, financial and human resources systems.  

Range of Responsibilities

Responsibilities may include problem definition, evaluation of requirements, and implementation of systems to meet business, user and RPM requirements.  Provide strategic solutions through education, awareness and outreach to users and management.  Act as the ASD liaison between  issues  around business, financial and human resources systems and needs.  May also include developing and providing user training and how-to guidance.   Provide leadership and expertise in project management and business process analysis.

Level Requirements

	Position
	Scope/Areas of Responsibility
	Type of Customer Supported
	Decision Making
	Independence/Impact/Consequence of Error
	Supervision
	Liaison
	Knowledge/Skills  & Ability
	Education/

Experience

	Business Systems Specialist


	Participates with supervisors to establish Division/Department tactical and functional plans for business systems.  Leadership role in the critical analysis, evaluation, recommendations and improvement of processes both automated and manual based on Lab’s mission and objectives and / or Division/Department needs.  Participates in development of overall objectives and long-term goals of the Lab.  May have overall responsibility for budgets, schedules and performance standards for organizational unit.
	Senior supervisors of Division and ASD.
	Works under consultative direction towards predetermined long-range goals.  Develops solutions to problems of unusual complexity that requires a high degree of ingenuity and innovation.
	Is virtually self-supervisory.  Assignments are self-initiated.   Uses independent judgment to accomplish objectives.  Exercises considerable latitude in determining objective and approaches to assignments. Erroneous decisions would normally have a serious effect on the success of functional, divisional, or Lab operations.


	Provides guidance to business systems activities in a broad functional area through first level mangers and exempt specialists.  
	Works under consultative direction of Division/department head and/or Business Systems Manager toward predetermined long-range targets.  May be ASD systems liaison with FSD, IS and HR for special project, and/or lead or participate in work group with Division or Lab-wide impact.  Works closely with IT staff.  Occasional vendor contact.
	Applies advanced business and systems principles, theories and concepts.  Contributes to the development of innovative principles and ideas.  Some experience as system user, in financial or related discipline.  Project management and process analysis skills.


	8-10 years of information systems and/or administrative management, preferably with some project management experience.
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	Business Systems Manager


	Participates with senior managers to identify issues and to establish long term systems strategic plans and objectives that have Division and/or Lab-wide impact.

Responsible for the effective business systems operation of activities of major significance to the organization.  Ensures that budgets, schedules, and performance standards are realistically set and attained.


	Senior Division management 
	Formulates direction, makes final decisions and oversees execution on administrative/ business systems matters affecting Divisions and the institution.
	Works under consultative direction of Division/department head toward predetermined long-range targets.  Is virtually self-supervisory.  Assignments are self-initiated.   Uses independent judgment to accomplish objectives.  Exercises considerable latitude in determining objective and approaches to assignments.

Erroneous decisions or recommendations would have a long-term effect on divisions or  Lab’s success.


	Manages activities through first or second level managers.   May provide guidance to supervisors and/or technicians for projects.
	Senior level management.  Serves as primary liaison between ASD business systems, and FSD and HR systems.  May serve as a principal spokesperson internally and externally to the Lab on matters of high significant related to business systems.  Works closely with senior IT staff.
	Applies cutting edge systems and business principles, theories, concepts and technologies.  Champions and develops innovative principles and ideas.  Strong leadership and senior management skills, strategic planning ability, and current and comprehensive understanding of missions and organization dynamics.

Project management and process analysis skills.
	MBA or equivalent and/or  10+ years of significant and relevant experience, or a combination thereof.  
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