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GENERAL DEFINITION
Under the supervision of the Director of Financial Aid this position will develop PeopleSoft ERP system reports used in Student Services.  Responsibilities include: Writing SQL reports, developing complex queries and Equation Engines across multiple tables; anticipate, analyze, develop and implement the processes in PeopleSoft system and databases in order to meet the needs of the Student Services Division; and identify scope, complexity and feasibility of data needs to support day-to-day operations.  This position will create and maintain business process documentation to ensure quality of service and the resulting data integrity.
CHARACTERISTIC DUTIES AND RESPONSIBILITIES

1. In conjunction with end users, Information Technology, and State Board staff, within PeopleSoft, create a variety of Report Writings and develop PS Queries and Scripts in order for student services employees to process Admissions, Registration, and Financial Aid. *
2. Develop and schedule daily, monthly, quarterly and on-demand Job Sets and assist with electronic processing, originating and transmitting reports. *
3. Implement and test new software releases and ensure process documentation match updates. *
4. Develop and implement processes that use Communication Generation and Content Libraries in the communications component of PeopleSoft.*
5. Develop and modify equations using Equation Engine to support Student Services and analyze simulations to determine proper functionality within PeopleSoft. *
6. Write and run queries to provide data and information as necessary for Student Services. *

7. Provide training to Student Services employees to ensure staff understand proper utilization of PeopleSoft.
8. Use BI Publisher for Reports, communications and reviewing processes.

9. Conduct research and resolve problems in relation to processes, and monitor processes to determine areas of improvement.

10. Model professional decorum and mutual respect in all personal interactions. *
11. Support and advance the CCS strategic plan, and perform other duties as assigned. *
* Indicates this is an essential duty
REQUIRED COMPETENCIES (MINIMUM QUALIFICATIONS)
1. Bachelor’s Degree from an accredited institution
OR
An equivalent mix of education and experience that demonstrates the candidate meets all competency requirements for this position.

2. Knowledge of SQL report writing and developing complex queries.
3. Knowledge of principles for computing and communications networks and characteristics of computing software used in distributed environments.

4. Must be very detail oriented

5. Excellent communication skills both orally and in writing.
6. Excellent analytical and problem-solving skills.

7. Ability to multi task and work in a fast paced environment.

8. Ability to maintain confidential information.

9. Proven ability to work within deadlines.
10. Able to train others.
11. Must be able to work as a member of a team.

12. Knowledge of information technology processes.
13. Acceptance of the responsibility to promote the welfare and best interests of students at all times.

14. A demonstrable understanding and acceptance of the mission, values, goals and objectives of CCS.

15. The ability to perform assigned duties in a manner consistent with applicable laws, regulations and goals of the institution, community and technical college system.

16. Demonstrated commitment to fostering and supporting a teaching, learning and working environment that honors diversity, equity and inclusion

PREFERRED COMPETENCIES (DESIRED QUALIFICATIONS)
1. Three years of related experience.
2. PeopleSoft Student Financial or Student Services experience.
3. Experience in higher education.

4. Experience in developing and implementing business processes and technology solutions.

PHYSICAL REQUIREMENTS
· Work is performed in an office environment which is adequately heated and ventilated.
· Work is sedentary in nature.

· Frequent use of computer and exposure to terminal screens in performing work assignments.
· Visual focus and strain.
· Work involves constant interruptions and requires the ability to answer on demand questions by phone, in person or electronically.
· Work directly with staff.
· Frequent repetitive hand/wrist motions and finger manipulation.
· Frequent oral and auditory communication with others.
CONDITIONS OF EMPLOYMENT
· Contract 12 month position

· Position is exempt from Fair Labor Standards Act (FLSA)
· Requires criminal background check

· Ability to travel locally as well as occasional out-of-town travel. If using personal vehicle for travel proof of driver’s license and car insurance required
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