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JDE Technical Specialist
	Department
	Head Office, Business Technology

	Tier Level
	S2

	Location
	Palmerston North 

	Reports to
	Associate Manager – Enterprise Applications  

	Direct Reports
	Nil



ABOUT TOYOTA
“Toyota believes in you and will give you the freedom to fulfil your potential.”

From the moment you enter our world you’ll find a difference at Toyota.  That difference is that we believe in you – we give you the freedom to be whatever you want to be, and we back you to do extraordinary things.

Anything is possible around here because we have a culture where everyone is shown respect and where ongoing development in our everyday lives is the norm.

We are guided by two principles: Respect for People and Continuous Improvement.

ABOUT OUR DEPARTMENT
The Business Technology team has a number of key responsibilities:
· Strategic planning of IT initiatives to enable the business to meet its business objectives
· Monitoring and management of the IT infrastructure, including desktop, network, backup, servers and storage
· IT security to ensure that our corporate systems and data are protected from unauthorized access and/or change
· Support and management for our suite of enterprise applications which includes JDE, TUNZ, and Salesforce
· User support in the use of IT systems and equipment


KEY RELATIONSHIPS
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· 
· External Vendors
· Internal & External Stakeholders
· TNZ Teams
· JDE Users
· Project Managers

PURPOSE OF THE JOB
The JDE Technical Specialist is responsible for providing specialist knowledge in the operation and support of our suite of Enterprise Applications.  
KEY ROLES AND DUTIES 
	OUTPUTS REQUIRED
	ACHIEVED BY

	Customer Support

	· Provide specialist knowledge in the operation and support of the JDE application
· Understand users’ requirements to support the use of the JDE system
· Provide guidance and training support to users on the use of the JDE application
· Respond, unpack, and resolve all internal and external JDE user queries
· Manage helpdesk tickets and ensure they are resolved in line with estimated timeframes 
	· Remain up to date on JDE system operations to be able to effectively respond and resolve user system issues 
· Ensure all user queries are resolved within one working day 
· Provide training to users on the JDE system to ensure effective use and operation to support the user experience 
· Create and maintain user JDE guides to support system use
· Manage the troubleshooting of user system issues
· Ensure that any issues assigned are resolved within the expected timeframe based on the SLAs

	JDE System Coordination

	· Management of Toyota New Zealand’s ERP system by ensuring its availability and that it meets the needs of its users 
· Coordination of planned software updates to support the improvement of the user experience
· Create and maintain relevant user and system documentation
· Preform troubleshooting of technical issues related to application functionality; track and follow issues through to resolution
	· Maintain regular communication with internal and external users to gain feedback & insight for creation of build rounds 
· Triage user issues based on impact and urgency
· Use a Prioritisation Matrix to ensure that the impact and urgency of issues are recorded accurately 
· Coordination of the implementation of regular mandated updates
· Promote the user experience within our core systems and look for ways to improve the experience for internal and external users 

	JDE Development

	· Manage build round prioritisation based on user issues and their urgency
· Manage system improvement rounds from start to finish
· Support test planning and provide execution support of JDE enhancements 
· Support the technical build of project and fixes
	· Work with the vendor to determine robust solutions that meet the business and user needs 
· Manage system update and fix processes
· Manage monthly build rounds, including testing and coordination 
· Manage the 6-month update release
· Ensure builds are tested appropriately against set criteria prior to release
· Manage the roll-out of new releases to internal and external users through timely communication
· Manage build round implementation into the JDE test systems
· Requirement gathering and converting to Functional Specification and Technical Specification
· Ensure stability, integration, and integrity of production systems
· Write scripts for the JDE monthly release in a clear and consistent manner for the business to utilise through testing

	Project Support
	

	· Manage minor JDE projects from initiation to delivery
· Support JDE project work when required
· Provide expert knowledge and support to the project team on JDE related projects
	· Ensure the integrity of the JDE system is maintained in project work
· Be actively involved in project work related to JDE to ensure that the user experience is unaffected

	Health and Safety

	· Complies with Toyota’s Workplace Health and Safety policies and procedures
· Takes personal responsibility for managing own safety and that of others
· Is actively engaged in the ongoing development of health and safety
· (If applicable) When working remotely, has a distinct area that provides a safe and reasonable working environment
	· Uses PPE as appropriate for the task
· Accidents, incidents and hazards are reported within 24 hours
· Participates in health & safety training 
· (If applicable) Provides verification that all health and safety requirements are met within any remote working environment

	Team
	

	· Works collaboratively with team members
· Build and maintain key working relationships 
· Assists team members with training activities as required
· Participate in team meetings and training sessions as required
· Participate in meetings and reviews with manager, is proactive in asking for help or training when needed
	· Regularly communicates and shares information with team members, is friendly and polite 
· Is responsive and easily contactable during working hours
· Makes oneself available to attend meetings and training sessions when requested
· Actively and constructively participates in meetings and training sessions

	Ad Hoc

	· Undertake other duties reasonably within your capability as required by Toyota New Zealand
	· Maintains a professional, positive and self-motivated attitude with a willingness to go the extra mile to assist others


	
PERSON SPECIFICATION
To be successful in this position and to be able to make a positive difference, you will ideally have:
Experience
· Certification in JDE administration is highly desirable 
· Tertiary qualification in information technology, business studies or related field is desirable
· Experience in undertaking business analysis would be highly regarded
· Experience in supporting applications in a corporate environment

Skills
· Understanding of common information technologies, products, and toolsets
· Strong problem-solving skills
· The ability to relate and communicate effectively to a wide range of internal & external customers
· Strong interpersonal skills
· Strong time management and deadline focus
Other Requirements
· New Zealand Citizenship or New Zealand Permanent Residency
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