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Job Title: ANALYST 1-CPI BUSINESS APPS  
   
SUMMARY  
Provides support on C&PI Systems, which includes all systems supporting internal C&PI 

departments, such as Astute and SIMS, Institutional systems used across Gallo that are 

administered by C&PI, such as Livelink and LIMs, and Institutional systems used by 

C&PI that require departmental administration, such as SharePoint and Workfront.  

Ensures system availability and operational efficiency of system administration 

processes.  Configures the systems and provides training as necessary to deliver excellent 

user experience.  Design and develops enhancements to the systems as required for the 

business users. 

 

ESSENTIAL FUNCTIONS 
• Provides system administration, application configuration, and training and support of 

all user communities on C&PI systems.  

• Participates in defining, implementing, and maintaining application administration 

processes and tools for C&PI Systems. 

• Manages all administrative changes to the application configuration, utilizing change 

control processes and procedures. 

• Develops scripts as needed to operationalize the help desk support for C&PI Systems, 

trains our desktop support and internal IS partners on support protocols for the 

various systems, and develops training materials that facilitate user self-help 

capabilities.  

• Serves as the internal system expert for C&PI System configurations and 

administration functions, and develops and maintains administration guides.     

• Serves as the internal application expert for C&PI Applications, and works with 

external vendors and internal IS partners to plan and implement features and 

functions that maximize the end user experience. 

• Designs and develops code using application functionality and other technology to 

build workflows, user interface modules, and other application enhancements.   

• Manages all application changes to metadata necessary for application tables and 

reports, utilizing change control processes and procedures.  Ensures that codes and 

content are accurately entered into the system as needed to support new facilities and 

products. 

• Proactively prepares leadership for changes to the systems and other technology that 

will affect C&PI Systems.  Prepares reports to management related to key problems 

and provides possible solutions.  

• Manages user experience and tracks user satisfaction.  Works with our education 

partners to develop training courses, and facilitates new user training.  

• Researches complex issues and provides creative solutions to user needs.   

• Works with our vendors and internal IS partners to create key processes and 

interfaces between C&PI systems and other Gallo technology.  

• Provides project management support for platform upgrades.  
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• Establishes and maintains knowledge bases to support information used by C&PI and 

others in Gallo, such as ReadDialog/Astute Knowledge and WineFinder.  

• Provides routine and ad hoc reporting for reporting to diverse internal audiences, 

generally in monthly and quarterly reporting cycles.  

• Uses report data to assist in the development, communication and interpretation of 

department procedures, operating policies and performance measures.  

• Learns, understands, and maintains proficiency with all C&PI system processes to 

provide cross departmental support and correctly interprets problems to provide 

meaningful effective solutions.  Encourages and enables cross functional systems and 

data integration across C&PI systems. 

• Participates in the ISO 9000 processes, SOP development, and other corporate 

processes that affect C&PI systems. 

• Participates in 24x7 on-call rotation to support C&PI systems.  

• 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 
• High school diploma or State-issued equivalency certificate. 

• Bachelor’s degree in Computer Science or MIS; or 4 years of business applications or 

computer systems experience reflecting increasing levels of responsibility.  

• Skilled in the use of MS Excel at a basic level. 

• Required to be on-call for remote or on-site after-hours work. 

 

PREFERRED QUALIFICATIONS  

• Bachelor’s degree in Computer Science or MIS plus 6 years of business applications 

or computer systems experience reflecting increasing levels of responsibility. 

• Experience providing system administration. 

• Experience using Visio for business process mapping.    

• Experience with Open Text content management systems and Astute customer 

relationship management systems. 
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• Experience reading, analyzing, and interpreting business practices across diverse 

departments and create efficient systems processes to solve operating problems. 

• Experience developing, delivering, and maintaining application training and help 

desk support. 

• Knowledge of network computing; client server, and service oriented architectures. 

• Experience creating flow chart business processes and translate them into technical 

designs and user documentation.  

• Skilled in web development, i.e., Javascript, HTML, and other web-related 

technologies. 

• Knowledge of SQL query language and relational database design and development 

expertise.  Competency working with file management and databases.  Working 

knowledge of Oracle and MS SQL databases. 

• Experience investigating, learning and employing new technologies. 

• Skilled in the use of MS Excel, Word, PowerPoint and Access at an intermediate 

level. 

• Skilled in effectively presenting information and responding to questions from groups 

of managers, clients, customers and the general public. 

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

conclusions. 

• Skilled in interpreting an extensive variety of technical instructions in mathematical 

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

• Skilled in performing work that is varied and may be somewhat difficult in character, 

usually involving limited responsibility, requiring evaluation, originality or ingenuity. 

• Possesses knowledge and applies the fundamental concepts, practices and procedures 

of this particular field of specialization. 

 

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. The employee is occasionally required to 

stand and walk. 

 

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 moderate. 


