
 

ERP Systems 
Specialist 

 
Bargaining Unit: Non-Union Exempt 

Class Code: 
xxxxxxxx 

CITY OF APPLETON 
Revision Date: xxxxxxx xx, xxxx 

SALARY RANGE 
$57,650 - $80,710 Annually   

 

NATURE OF WORK: 

This is a professional staff position responsible for assisting with the support, maintenance, and implementation 
of the City’s Enterprise Resource Planning (ERP) system. Work involves administration and management of the 
ERP and related applications and systems. Responsibilities also include acting as the reporting subject matter 
expert (SME). Work is performed under the general supervision of the Lead Systems Analyst. The incumbent 
works under the direction of the I.T. Deputy Director. 
 

JOB FUNCTIONS: 

ESSENTIAL JOB FUNCTIONS 
 
• Aligns the ERP to municipal processes by maintaining, documenting, improving, and implementing business-
rule workflows and configurations. 
• Reviews stakeholder requests and end-user needs; determines the scope and appropriateness of the project; 
translates requirements into design recommendations. 
• Develops and maintains reports, data exports, and automations, including SQL, Excel Cubes, and Pivot 
Tables; acts as the overall reporting subject matter expert (SME) for end-users. 
• Assists the Lead Systems Analyst with supporting, planning, and installing ERP and other IT Services 
software and hardware. 
• Oversees ERP end-user account moves/adds/changes (MAC), training, and education. 
• Troubleshoots and solves incidents and problems submitted by end-users. 
• Works on IT projects as assigned. 
• Monitors ERP backups, upgrades, and maintenance. 
• Acts as a liaison with City stakeholders, IT suppliers, and IT operations staff. 
• Documents in-house knowledgebase articles, flowcharts, and diagrams. 
• Participates in Information Technology on-call schedule.  
• Maintains regular punctual and predictable attendance.  
• Works on special projects as assigned. 

REQUIREMENTS OF WORK: 

Bachelor's degree in Computer Science or related field, six to eight years ERP experience, or any equivalent 
combination of education, experience and training which provides the following knowledge, abilities and skills: 
 
• Knowledge of supporting, administering, and implementing ERP systems. 



• Knowledge of municipal/business processes involving payroll, billing, AP, and other general ledger functions.  
• Ability to apply training received in the use of new tools and technology. 
• Ability to operate computers and related hardware and instruct people in their use. 
• Ability to lift 25 pounds. 
• Ability to maintain confidentiality. 
• Ability to establish and maintain effective working relationships with other employees and the public. 
• Ability to understand and carry out complex oral and/or written instructions. 
• Ability to work effectively with minimal supervision and conform to deadlines. 
• Ability to sustain prolonged visual concentration. 
• Ability to communicate effectively both orally and in writing. 
• Ability to work occasional nights or weekends. 
• Possess and maintain a valid Wisconsin driver's license. 

SUPPLEMENTAL INFORMATION: 

COMPETENCIES 
Creative/Innovative 
Communication 
Self-directed/Autonomous/Accountable 
Problem Solving 
Technical/Professional/Strategic Skills 

To learn more about these competencies click here 

JOB TASK ANALYSIS: 



 

 
 


