
 
 

 
 
 

	

Entry Level Systems Analyst 

 
PROGRESSION OF SUPERVISORS: Manager of Ecommerce, Director of Ecommerce, CEO, Vice 
President, President 
 
JOB SUMMARY: 

· Assist the Systems Analyst to analyze, create, and implement information system solutions to help 
the organization operate more efficiently and effectively. 

· Effective monitoring of our Ecommerce business platforms including Amazon Web Server, 
Commercehub, Shopify, Salesforce, and Enterprise Resource Planning (ERP). 

· Provide support to Customer Relationship team as needed. 
· Be a back-up to the Ecommerce Web Assistant. 
· Support Four Star Greenhouse’s Mission Statement in all job-related functions. 

ESSENTIAL FUNCTIONS: 
1. Assist our Systems Analyst to design and coordinate development with multiple vendors, 

document, and analyze our Salesforce, Amazon Web Server, and ERP systems to ensure accurate 
and speedy transaction of information across all platforms. 

2. Identify, troubleshoot, and resolve technical problems related to order and tracking flow, 
coordinating with Picas, the IT Department, Salesforce, and the Shipping Department. 

3. Data Entry. 
4. Work closely with outside vendors to develop and implement upgrades and perform maintenance 

on all systems from beginning to end. 
5. Research emerging technologies to decide if implementing them can increase the organization’s 

efficiency’ and effectiveness. 
6. Discuss with Systems Analyst ways to make existing computer systems meet new needs. 
7. Test system connections to ensure that they work as expected. 
8. Train on Salesforce (earning Badges) with the goal of providing support to the Salesforce 

Administrator/Developer and Ecommerce team. 
9. Create Excel reports as requested  

 
ESSENTIAL SKILLS: 

1. Demonstrates an advanced understanding of Excel (manipulating data in various ways, including 
Pivot Charts and Excel formulas) 

2. Demonstrates the ability to quickly learn and adapt to new computer systems, company-specific 
computer programs, and other new technology. 

3. Earn and maintain the trust and respect of all employees and co-workers 
 
ESSENTIAL WORK HABITS: 

1. Maintain high Attention to detail in all job-related activities. Working with many different 
spreadsheets and numbers – attention to detail is a must. 



 
 

 
 
 

	

2. Reports to work as scheduled, maintaining a level of absences that result in minimal 
departmental disruption and minimal unfair burden on other employees. 

3. Open to direction from the System Analyst’s and management to achieve goals. 
4. Establish priorities, work independently, and accomplish objectives with minimal supervision - 

after thorough training. 
5. Handles stress and pressures of the job without causing undue tension and disruption. 

 
QUALIFICATIONS: 

1. Minimum 2 years’ experience with Microsoft Office with an advanced understanding of Excel. 
2. Salesforce experience is a plus but is not a necessity. 
3. Relevant college course work preferred.  

 
PHYSICAL ASPECTS: 
1. Lifting minimum of 30 lbs.  
2. Employee may be exposed to temperatures that can be 10-20 degrees above outside temperatures 
seasonally. 
3. Bulk of time is spent at a desk utilizing a computer.   
 


