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SCHOOL DISTRICT

POSITION: Application Manager (Business Intelligence) DBM (PAY GRADE): c42I =1
DEPARTMENT/SCHOOL:Business Intelligence [=]| ADDRESS: 75 Calhoun St., Charleston, SC 29401
REPORTS TO (TITLE):Director of Business Intelligence & Information Management | ANNUAL WORKDAYS:240 Day [~]
POSITION CATEGORY: Non-Certified Administrator  [~] FLSA STATUS: Exempt =]
POSITION SUMMARY:

The Application Manager is responsible for administration, management, and user support of the MUNIS ERP system and its integrated
applications. This position administers, analyzes, and assesses system modules, manages configuration, and supports operational
practices to ensure reliable system performance and alignment with established technology and service standards.

The Application Manager works with internal stakeholders and staff to support system functionality, troubleshoot issues, and assist with
the coordination of system updates, enhancements, and integrations.

This position provides direct, on-site operational support to the Finance and Human Resources departments at the 75 Calhoun Street
administrative offices while working as part of the Enterprise Applications team, whose primary office location is at 2731 Gordon Street.

MINIMUM REQUIRED QUALIFICATIONS:
EDUCATION: Other =]

WORK EXPERIENCE & SKILLS:

- Experience providing technical customer service and end-user support;

- Experience in IT and/or enterprise software system administration;

- Ability to explain technical concepts and issues to non-technical users;

- Experience with software analysis and strong problem-solving skills;

- Experience supporting the deployment and integration of software solutions; and

- Proficiency in documenting processes and monitoring system performance metrics.

CERTIFICATION/ENDORSEMENT/LICENSING:

PRIMARY POSITION RESPONSIBILITIES: (15 MAX)

- Administer, manage, and configure MUNIS user accounts, security permissions, and system settings;

- Manage and support IT customer service processes and software used to track and resolve service requests;

- Provide customer support by documenting, troubleshooting, and resolving issues, requests, and change orders through the case tracking
system;

- Support and advise CCSD business teams on system-related processes, procedures, and best practices;

- Manage the delivery and processing of Financial and HR data outputs, including ACH, EFT, and related files;

- Manage financial system printing processes, including report distribution and output management for business offices;
- Coordinate, plan, and document project meetings, committee meetings, and stakeholder discussions;

- Maintain project management documentation, methodologies, and related tracking systems;

- Manage and maintain electronic forms, documentation, training materials, and other system resources in accordance with organizational
procedures;
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PRIMARY POSITION RESPONSIBILITIES (15 MAX), CONTINUED:

- Prepare and distribute meeting notes, correspondence, reports, and other operational documentation;

- Develop and maintain knowledge base articles, user guides, and standard operating procedures for system users;

- Prepare reports and analyses identifying trends, patterns, and operational insights using relevant system data;

- Collaborate with programmers, engineers, and management to identify process improvement opportunities and recommend system modifications;
- Acquire, maintain, and analyze data from various systems to support reporting, troubleshooting, and operational decision-making; and

- Work with management to prioritize business and information needs and support continuous process improvement initiatives.

PREFERRED QUALIFICATIONS & OTHER SKILLS:

- Solid working knowledge of Microsoft Office and related productivity tools;

- Understanding of ERP system administration and management principles;

- Strong written, verbal, and interpersonal communication skills, with the ability to explain technical concepts to non-technical users and
collaborate with interdisciplinary teams;

- Strong analytical and problem-solving skills, including experience working with and analyzing data;

- Proficiency in developing queries, reports, presentations, and other data-driven outputs;

- Highly self-motivated with strong organizational skills and attention to detail; and

- Ability to work both independently and collaboratively in a team-oriented environment.

SECONDARY POSITION RESPONSIBILITIES:

- Collaborate with network administrators, systems analysts, and software engineers to assist in diagnosing and resolving software and system-related issues;
- Analyze and assess existing management information systems and related procedures to support operational improvements;

- Develop and maintain user manuals, documentation, and procedural guidelines;

- Assist with recommending, scheduling, testing, and implementing software updates and system improvements;

- Maintain confidentiality and exercise discretion when accessing or handling sensitive employee, financial, and organizational data; and

- Perform other related duties as assigned.

SUPERVISION RESPONSIBILITY (IF APPLICABLE):
0 0

Direct Reports: # of Classified Hourly # of Administrators or Teachers

PHYSICAL/MENTAL REQUIREMENTS:

Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. The employee will occasionally lift
and/or move up to 25 pounds such as boxes of materials. The employee will sometimes push/pull items such as furniture or boxes of materials. While
performing the duties of this job, the employee is regularly required to sit, stand, walk, talk, listen and/or reach with hands and arms. Specific vision abilities
required by this job include close vision and distance vision. Dexterity of hands and fingers to operate a computer keyboard, mouse, and to handle other
computer components. Must be able to transport assigned technology to and from work or home locations. Must be able to travel between work locations.

This also includes the capacity to understand, remember, and carry out job-related instructions; maintain attention and concentration sufficient to complete
assigned tasks; exercise sound judgment; manage multiple priorities; and respond appropriately to changing work demands. The position requires the
ability to communicate effectively, solve problems, and interact professionally with students, staff, administrators, and the public in a variety of settings,
including situations that may involve time-sensitive deadlines or heightened levels of activity.

NOTE: The above is intended to describe the general content of and requirements for the performance of this job. It is not to be
construed as an exhaustive statement of essential functions, responsibilities, or requirements. This job description must not be
misconstrued as a promise of employment, nor deemed as an employment contract.

lAPPROVED BY AND REVISED DATE: | Chris Widak, 3/10/2026
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