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MITCHELL HUMPHREY & CO.

Application Consultant Job Description

Supervisor:  Director – Client Services

Date:  February 13, 2012
General Summary

Responsible for all aspects of client software implementations - including project management, conducting implementation planning meetings, understanding and documenting requirements, training clients, scheduling and tracking tasks, configuration of the software, and communication of findings internally and with the client.  This individual is also responsible for the ongoing support and maintenance of clients and our products.

This individual must possess a strong knowledge of Microsoft Dynamics® CRM and Mitchell Humphrey FastTrackGov® products, excellent customer service skills, strong project management ability, and be organized.  A knowledge of/experience with the business processes of state and local government entities, particularly in the area of Community Development, is a plus.
Key Objectives

1. Perform all duties related to implementing and maintaining FastTrackGov at the client site:  This includes, but is not limited to; implementation planning meeting straining, conversion assistance, general consulting, upgrade support, implementation assistance, help desk support, report writing, configuration, and month-end support.
2. Obtain specific knowledge of FastTrackGov systems to which you are assigned to become the “system expert”.  It is the Application Consultant’s responsibility to supplement the formal training provided with independent study in order to develop the level of proficiency necessary to obtain the standards set forth here and to request additional formal training when needed. 

3. Obtain general knowledge on all other Mitchell Humphrey systems.  General knowledge means being able to answer the majority of the Response Center calls from customers on these systems by searching the CRM system and reviewing the documentation.  
4. Prepare all post-engagement reports.  After all client engagements a trip follow-up report is written and stored in the client file internally.  In addition, a follow-up letter/email is sent to the client.  All issues requiring follow-up with the client must be addressed within 48 hours of the trip.   

Key Responsibilities

1. Develop user documentation, training manuals, and on-line help.

2. Research software performance enhancement/bug fix requests and document them for further review.

3. Provide Response Center support to our clients on an as needed basis.  It is Mitchell Humphrey’s pledge to provide White Glove service to our clients.   White Glove service includes answering and responding to customer phone calls, working on support calls, and regularly contacting clients to determine their progress with implementations and satisfaction with the software.
4. Provide articles for the quarterly newsletter and FastTrackGov blog.
Attributes
Leadership skills – Sets the right course, motivates others to follow, and supports the team in their goals.
Relationship skills – Develops trust and confidence with all key stakeholders: Employees, colleagues, supervisors, clients, business partners, and suppliers.
Strategic thinking – Proactively challenges the status quo to drive game changing results.
Business acumen – Assesses data from a variety of sources and understands the whole picture to develop optimal plans to drive our clients’ success.
Process & Operations - Understands how to assess, define, and implement operational improvements.
Location 
St. Louis, Missouri
Travel Requirements

Travel required is approximately 40 - 60 percent. 

Education and Training

A bachelor’s degree in business with a specialization in Public Service, or other government-related specialty, or Information Services is required.  A master’s degree and Microsoft Dynamics® CRM certification is a plus.
Work Experience

Five years of related business experience.  Software industry background (ERP and/or SaaS is ideal) or experience with regulatory agencies involved in land management, licensing, and inspections is a plus.

Unique Skills or Abilities

· Ability to work in collaboration with all levels of personnel.  
· Extremely organized and able to manage multiple tasks at the same time.  

· Possesses attention to detail and strong analytical skills.  
· Very strong written, oral and presentation communication skills. 
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