Systems Specialist
POSITION RESPONSIBILITIES

	Position Summary 

	Support testing and implementation of new system processes to support business change. 

Write processes and procedures, suggesting opportunities for improvement both within the systems team and to support the operation

Provide back up support for the day to day operational activities such as billing, cartoning and line balance

Problem solving of operational issues – both the short term fix and the longer term solution




	Principal Duties 

(What are the major responsibilities of this position?  Keep in mind that 20% equals 1 day per week):



	Order of Importance
	Duties

 (major tasks and activities)
	% of Time Spent Annually

	1
	Process and procedure management
	50%

	2
	Back up support of operational activities, supporting operational issues
	25%

	3
	Supporting projects and testing activities
	25%


JOB FACTORS
	Job Requirements: 

· Education required

· Years of experience

· Special skills required for position
	· Knowledge of Warehouse/ Distribution or Manufacturing best practices
· Experience in process mapping, writing of standard operating procedures

· Experience working with order management systems, warehouse management systems, warehouse control systems

· Use of Excel to a high standard
· SQL script read/write
· Able to work successfully across functions
· Fully PC literate 

	Business Expertise:

· Describe to what extent the position is coordinating and/or integrating the work of other groups.

· How much knowledge about the overall industry is required and how is it used?
	·  Supporting the team lead to deliver change and capture improvements
· Three years knowledge of warehouse and fulfilment centre processes such as pallet operations, case picking and ecommerce fulfilment

 

	Problem Solving:

· Describe the complexity of this position.   

· Describe the challenges and issues the incumbent is typically required to resolve.
	· Ability to carry out detailed root cause analysis and identify solution to prevent problem arising again

· Achievement of results and customer satisfaction through the leadership and management of Operations in a fast changing internal and external environment

	Impact:
· Describe the major decisions the incumbent is responsible for.  

· Where is the primary impact of decisions made (department, function, country, region, corporate).
	· Will make recommendations and be actively involved in decision making regarding processes that impact work flow which could lead to cost savings by using detailed analysis and data.

· Will make decisions within pre agreed policies however will be excepted to propose thought out recommendations to solutions outside of standard policies

	Interpersonal Skills:

· Who does the incumbent regularly interface with and at what level (senior management, VP, director, manager, professional, support)? 

· Describe the position’s relationships with people or organizations outside of Avon (vendors, contractors, consultants, etc.)
· What type of information is exchanged or negotiated?    Describe the impact of failure to successfully manage relationships.
	· Will be required to interface with senior managers within operations 
· Conversations will typically be focused on process improvement initiatives

	Scope (monetary and non-monetary):

· Indicate the volume and financial responsibilities of the position such as: budget, revenue, profit plan expenditures, SKUs, number of representatives, # of orders processed, etc.
	Budget: 

Revenue:                                   

# Direct Staff:   0                             

# Indirect Staff:                            

Gross Margin                                

Operating Margin etc                          




