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Our company is growing rapidly and is looking for a business administrator. We
appreciate you taking the time to review the list of qualifications and to apply for
the position. If you don't fill all of the qualifications, you may still be considered
depending on your level of experience.

Responsibilities for business administrator

e Manage day-to-day support and troubleshooting

e Manage regular system maintenance and help identify & drive improvements
to CRM and data governance strategies

e Drive general approach and execution of data cleansing efforts, in
collaboration with users and developers

e Initial point of contact for developing and prioritizing all change requests,
system alterations and customization

e Develop and implement action plans to resolve problem trends

e Responsible for development of user-requested reports, dashboards, views,
new data fields

o Coordinate testing, upgrades and configuration of system files and services

e Assist in the technical rollout of future enhancements

e Participate in ongoing CRM enhancement projects, help to identify areas for
improvement and growth in the CRM platform

 Serve as the specialist for data housed in CRM, which may include enrichment
of existing data

Qualifications for business administrator
¢ Must be detail oriented with strong communication and organizational skills

 Solid understanding of solutions architectural principles, data integration, and
data warehousing



 Ability to set and prioritize one’s own work agenda and drive team progress
in key areas by being proactive, detail oriented, and a strong team player in a
busy and sometimes hectic environment Consistently demonstrate a “can-
do” attitude

e Previous demonstrable experience in an administrative, organisational or
planning position, preferably in an office environment, can demonstrate a
consistent track record of working with minimal supervision, maintaining
structure and organisation

¢ Ability to work and think in a creative and innovative manner



