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Job Title: ANALYST 2-MASTER FILE      

        

SUMMARY  
Researches and provides financial and business related analyses to assess the impact of 

various projects, systems and transactions. 
 

ESSENTIAL FUNCTIONS 
 Participates in evaluating the creation and appropriateness of winery and partner data 

records; engages in the maintenance of records. 

 Maintains hierarchies, enforces integrity and reviews procedures and process flow to 

allow for synchronization of data between systems. 

 Coordinates collection, use and reporting of data across multiple departments 

including Finance, Operations, IS, Forecasting, Planning & Scheduling, Compliance, 

Marketing, New Products and Supplier Development. 

 Designs case code templates consistent with state and federal regulations for use in 

on-line printer applications, maintains Web site case code files. 

 Adds costs to components, finished goods SKUs, and non-bottled SKUs (Wines 

Barrel, Soft Goods, etc.). 

 Assesses appropriateness of Addendum to Distributor Agreement letters; compares 

master file data to TTB COLA’s for accurate legal item description. 

 Processes the Addendum to Distributor Agreement letters. 

 Produces results that always meet the customer’s expectations as outlined in the 

OGSTM and Line Operating Strategies. 

 Participates, supports, and drives improvement in early SKU set up processes, JDE 

source document process, and CCR process when tied to NPD projects. 

 Engages and supports ATO process.   

 Participates and supports in the change management roadmap.  

 Supports current discontinuation processes and improvements; participates in the 

development, documentation and training of department procedures.   

  Works with wine planners, wine makers, I2M Project Managers, and legal 

compliance to resolve non-compliant issues, bringing them to resolution. 

 Creates and reviews data integrity audits.  

 Functions as the winery’s Attorney-In-Fact; signs specific documents on behalf of the 

winery. 

 Maintains distributor eligibility files; adding, deleting, and enforcing Integrity of 

Planning flag for forecasting, planning, and deployment tools. 

 Uses rigorous Pareto analysis and logic to solve difficult problems with effective 

solutions. 

 Supports corporate initiatives and policies such as Supplier Certification, ISO 9001, 

GMP and Industry Best Practice. 

 Represents the department in cross-functional team based activities and meetings with 

internal or external customers. 

 Confers with department managers to determine status of assigned projects. 

 Oversees and handles projects that have short-term focus. 
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 Maintains satisfactory attendance, to include timeliness. 

 Responsible for understanding and complying with applicable quality environmental 

and safety regulatory considerations.  If accountable for the work of others, 

responsible for ensuring their understanding and compliance. 

 This job description reflects management's assignment of essential functions; it does 

not prescribe or restrict the tasks that may be assigned. 

 

SUPERVISORY RESPONSIBILITIES 
N/A 

 

QUALIFICATIONS 
To perform this job successfully, an individual must be able to perform each essential 

duty satisfactorily.  The requirements listed below are representative of the knowledge, 

skill and ability required.  Reasonable accommodations may be made to enable 

individuals with disabilities to perform the essential functions. 

 

MINIMUM QUALIFICATIONS 
 Bachelor's degree plus 3 years of supply chain, finance, or production/operations 

management   experience reflecting increasing levels of responsibility. 

OR 

 7 years of supply chain, finance, or production/operations management experience 

reflecting increasing levels of responsibility. 

 High School diploma or State-issued equivalency certificate. 

 

PREFERRED QUALIFICATIONS 
 Bachelor of Business Administration degree with a Supply Chain Management or 

Business Administration concentration plus 5 years of production planning 

experience reflecting increasing levels of responsibility. 

 Knowledge of Six Sigma problem solving methodologies. 

 Power-of-Attorney for the purpose of completing state and federal income taxes. 

 Skilled in reading, analyzing and interpreting general business periodicals, 

professional journals, technical procedures or governmental regulations.   

 Skilled in writing reports, business correspondence and procedure manuals.  

 Experience presenting information and responding to questions from groups of 

managers, clients, customers and the general public. 

 Skilled in the use of MS Word, SharePoint, Access, Excel, PowerPoint, Oracle Agile 

PLM, Showcase, and JDE. 

 Skilled in working with mathematical concepts such as probability and statistical 

inference and fundamentals of plane and solid geometry and trigonometry. 

 Skilled in applying concepts such as fractions, percentages, ratios and proportions to 

practical situations. 

 Skilled in defining problems, collecting data, establishing facts and drawing valid 

conclusions.  
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 Skilled in interpreting an extensive variety of technical instructions in mathematical 

or diagram form and deal with several abstract and concrete variables. 

 Experience performing work that is varied and may be somewhat difficult in 

character, usually involving limited responsibility, requiring frequent evaluation, 

originality or ingenuity. 

 Knowledge of the fundamental concepts, practices and procedures of this particular 

field or specialization. 

 Skilled in performing under pressure and effectively coping with change or 

uncertainty. 

 Skilled in multi-tasking effectively. 

 Skilled in performing detail oriented tasks, identifying and correcting discrepancies. 

 Experience maintaining and promoting a professional, team-like relationship with 

peers, internal and external customers. 

 Strong written and oral communication skills. 

 Skilled in maintaining composure during stressful situations and to utilize effective 

conflict management techniques to resolve disputes equitably. 

 Experience applying discretion in dealing with confidential information. 

 

PHYSICAL DEMANDS   

The physical demands described here are representative of those that must be met by an 

employee to successfully perform the essential functions of this job. Reasonable 

accommodations may be made to enable individuals with disabilities to perform the 

essential functions. 

 

While performing the duties of this job, the employee is frequently required to sit, use 

hands to finger, handle or feel and talk or hear.   

 

WORK ENVIRONMENT   

The work environment characteristics described here are representative of those an 

employee encounters while performing the essential functions of this job. Reasonable 

accommodations may be made to enable individuals with disabilities to perform the 

essential functions. 

 

The noise level in the work environment is usually quiet. 

 
 

 


