Job Description

CRM Administrator

	Company Name
	

	Employee Name
	     

	Reports to: 
	IT Director

	Hire Date
	     

	Employee Classification:  FORMCHECKBOX 
 Temporary      FORMCHECKBOX 
 Regular Full Time      FORMCHECKBOX 
 Regular Part Time

	Status
	Exempt


Basic Function:

Administers, maintains and implements policies and procedures for the Customer Relationship Management (CRM) applications. Responsible for the CRM system support and updating functions. Monitors end-user usage of systems and performs administrative tasks.

Key Responsibilities:


• Acts as a liaison and technical resource for internal company departments regarding the use and standards of the CRM application. Serves as the key contact with external CRM consultants and support providers.

• Responsible for database management. Tests, debugs and implements software patches, service packs and upgrades. Performs the maintenance function of the system and conducts backups. Installs application software. Maintains system documentation.

• Resolves database performance issues. Tests and corrects errors, and refines changes to database. Establishes data access and table maintenance codes. Maintains the utility program to monitor database performance, such as distribution of records and amount of available memory. Configures and maintains database server.

• Responsible for application security and data integrity. Specifies users and access level for each segment of database.

• Serves as the authority for the CRM application. Aids internal departments in the identification and resolution of issues regarding the performance and capabilities of the CRM software. Logs issues and implements recommended fixes. Provides internal training and support to users.

• Develops internal reports and conductor triggers. Responsible for designing and implementing application customizations and system enhancements.

	Acknowledgement:

I have received a copy of my job description and I understand the requirements of the Bindery Operator position.



	Employee’s signature


	Date

	Supervisor’s signature


	Date



