
Job Description 

 

 
 Job Title: Business Systems Administrator  

 Department: Plant Operations  

 Reports To: Director, Business Operations  

 Jobs Reporting: None  

 Salary Grade: USG 6  

 Effective Date: October 2021  

Primary Purpose 
Under the direction of the Director, Business Operations, the Business Systems Administrator maintains 
and supports Plant Operations’ Computerized Maintenance Management System (CMMS), along with 
other related applications and processes, ensuring technical solutions, processes and workflows align with 
departmental/business unit requirements and overall optimization and efficiency. The position is 
responsible for data integrity, application support, evaluation, training and reporting. 

 
Key Accountabilities 

 

Support and Maintain the University’s CMMS system/software and other related applications 
The Business Systems Analyst provides system support and administration to Plant Operations 
staff and clients for the departmental CMMS system and related applications. 

• Maintains operational system processes and workflows based on departmental Service 
Level Agreements (SLA’s). 

• Monitors workflows to ensure appropriate and efficient distribution of work and makes 
recommendations for improvement opportunities. 

• Track changes for functional and system specifications; writes detailed procedures, workflows 
and system SLA’s. 

• Responsible for the development, documentation and delivery of core and end user training 
on proper data entry, application functionality and features. 

• Support management with data to implement and monitor performance metrics, KPI’s, 
corrective actions, etc.  Provide scheduled and ad hoc reports as required and requested. 

• Audits the system regularly to ensure accurate data.  Ensures overall data integrity throughout 
the system(s) 

• Provides data extracts for client chargeback. 

• Works closely with other team members and colleagues to help ensure a consistent, effective 
approach to system and process management. 

• Is the subject matter expert on related applications (ie. Archibus, Power BI, etc.).  Develops and 
maintains a thorough level of training and understanding of the system(s), while also serving as 
the primary liaison with relevant third party vendor support. 

User Management and technical support 

• User Administration – creates new users, roles, employees and work teams. 

• Ensures appropriate processes are assigned to roles. 

• Assists with system access issues such as licensing, log-ins, password and browser issues. 

• Set-up of all mobile devices that support the CMMS. 

• Identification and intake of all Web and Mobile system related errors/bugs, analyzing, 
troubleshooting and rectifying where possible with escalation of system logic/design issues 
to implementation partner via their client support solution center. 



Job Description 

 

Support  

• Works with the Director, Business Operations to facilitate and implement system upgrades, 
new functionality, modules , applications, etc.. 

• Supports the testing of new/modified modules and applications to ensure desired 
functionality aligns with intended use and departmental processes. 

• Assists in the functional gathering for the design of reports and Home Pages. 

• Works closely with the Preventative Maintenance Coordinator and Asset Analyst to ensure 
overall systems and resources are optimized and meeting the dynamic operational needs of 
the department. 

• Provides assistance such as technical guidance, training, support for planning and projects, 
and overall support for the department. 

Other 

• Performs other related duties and responsibilities as assigned. 

*All employees of the University are expected to follow University and departmental health and safety policy,  
procedures and work practices at all times. Employees are also responsible for the completion of all health and  
safety training, as assigned. Employees with staff supervision and/or management responsibilities will ensure that  
assigned staff abide by the above, and actively identify, assess and correct health and safety hazards, as required. 

Required Qualifications 
 

Education 

• Bachelor’s degree in Business or Process Management or an equivalent combination of 
education and/or experience. 

Experience 

• A minimum of two (2) years’ in an administration role in facilities/property management within a major 
institutional sector(s), such as education, post-secondary education or corporate environment. 

• A minimum of (2) years’ progressive experience with CMMS system applications and functional 
technology projects. 

• Experience with ARCHIBUS will be considered a strong asset. 
Knowledge/Skills/Abilities 
• Sound working knowledge of property and facilities management principles, services and operations. 
• Exceptional attention to detail. 
• Proven ability to effectively manage multiple priorities and exercise independent, prudent judgement. 
• Intermediate in the following programs: MS Word, Excel, and PowerPoint. 
• Excellent interpersonal and written/oral communications skills. 

 
Nature and Scope 
• Contacts: Communicates with all levels of department staff, external departments and outside 

agencies in the administration and maintenance of the CMMS. 
• Level of Responsibility: This position is responsible for supporting senior staff decisions and processes 

related to the CMMS. This position has defined responsibilities and tasks and receives general 
guidance. Project support as required. 

• Decision-Making Authority: Has decision-making authority within the scope of the position, and the 
options available based on procedure / protocol. Complex situations are escalated to the Manager, 
Client Services. 

• Physical and Sensory Demands: This position is exposed to minimal demands typical of an 
administrative position within an open-concept office environment. Minimal exposure to disagreeable 
conditions typical of a support role. High attention to detail required. 

• Working Environment: Minimal exposure to disagreeable working conditions typical of working in an 
office environment. There may be periods of irregular and/or high volumes of workload. 


