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HUMAN RESOURCES / EMPLOYEE CLASSIFICATION

POSITION CLASSIFICATION - 1692
November 2000

POSITION TITLE:
Summit Support Representative

REPORTS TO:
Various classified or certificated administrators

Objective: To plan, organize and coordinate Summit Project implementation and maintenance, as directed. To assign and administer activities in compliance with District policy and State law.  To design and conduct effective training sessions and communications to schools and departments, as directed. To communicate policies, procedures, and schedules that allows successful usage of the Summit systems, as directed.
Essential Functions:

1. Plans, organizes and coordinates Summit Project implementation and maintenance, as directed.

2. Assigns and administers activities in compliance with District policy and State law.

3. Designs and conducts effective training sessions and communications to schools and departments, as directed.

4. Communicates policies, procedures, and schedules that allow successful usage of the Summit systems, as directed.

5. Designs and implements training sessions for DPS employees in areas such as, but not limited to, the Summit System and other business applications.

6. Communicates operating procedures, priorities, scheduling, documentation, testing, implementation, training and follow-up.

7. Develops and maintains software and training documentation (i.e.: manuals, workbooks, and updates).

8. Collaborates with users in the design and critiquing of projects and training programs.

9. Advises upper management on product development issues arising from product problems identified through support calls with the customer.

10. Resolves customer problems arising from use of the system, as directed.

11. Completes, maintains and processes pertinent paperwork and records.

12. Coordinates the development and implementation of solutions addressing operational inefficiencies in The Summit System.

13. Ensures professional standards of quality are defined, implemented and maintained for all work products produced by areas of responsibility.

14. Acts as liaison between the vendor provided resources and the Summit Support training staff to implement training programs for district personnel, as directed.

15. Updates Summit Support Services/Hotline on issues affecting financial systems site users, as directed.

16. Provides technical support to data specialists within user departments to ensure they are focused on departmental priorities, to identify the appropriate technologies to accomplish tasks, and to provide training to improve their skills, as directed.

17. Performs other related duties, including special projects, as required or requested.
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Education/Experience: Bachelor’s degree in Business Administration, accounting, information systems or closely related field.  Two (2) or more years of applicable experience in accounting, CPA firm, or large corporation, with a minimum of at least two years experience in general ledger fund accounting.  Demonstrated knowledge of governmental/fund accounting is required.  Demonstrated knowledge of System Development Life Cycle, database management, network communications, and client/server computing.  Demonstrated technical knowledge of Solutions for Government and Budgeting Technologies, Inc. financial systems, or equivalent.   Demonstrated current knowledge of a variety of computer hardware, software, operating systems and emerging technologies including, DPSnet, Windows, Power Macintosh, telephones, HEAT software, regular office supplies, telephone headsets and adapters, network and standalone printers.

Licensure/Qualifying Standards: Computer industry certification in various proprietary-networking systems, or equivalent, may be required.
Performance: Demonstrated experience performing in compliance with established human resource and departmental policies regarding: attendance (absences, tardiness, sick leave and vacation use, and other scheduled or unscheduled absences); dress code; customer/member services; safety; security, disaster and other policies procedures and practices.  Demonstrated effective and diplomatic oral and written communication. 

Physical/Environmental Characteristics: Essential duties are routinely performed in a general office environment.  Essential duties regularly require sitting at a work station/desk plus movement while completing paperwork or using computers, printers, scanners, televisions, calculators, copiers, fax machines and other business office machines and equipment.  Essential duties may involve: occasional kneeling, squatting, crouching, stooping, crawling, standing, bending, climbing, and lifting to stack, store or retrieve supplies or various computer and office equipment, as directed.  Compliance to security and safety procedures, including use of Personal Protective Equipment (PPE), is required. 

