
GUILFORD COUNTY SCHOOLS JOB DESCRIPTION 
 

JOB TITLE: DIRECTOR – GUILFORD ENTERPRISE MANAGEMENT SYSTEM 
(GEMS) 

 
GENERAL STATEMENT OF JOB 

 
 
Under limited supervision, the Director of GEMS (Guilford Enterprise Management System) plans, 
coordinates, and manages the county-wide enterprise business system implementation that 
includes, but is not limited to, accounting, financial, human resource, payroll, and procurement 
functions. The director also acts as the Guilford County Schools (GCS) lead for project 
management, financial tower lead, in addition to being the General Ledger module lead. 
Reports to the Chief Financial Officer. 
 

 
SPECIFIC DUTIES AND RESPONSIBILITIES 

 
ESSENTIAL JOB FUNCTIONS 
 
Acts as a critical resource for resolving GEMS issues relating to change management, project 
management, and functional modules. 
 
Leads the Finance Module Tower that includes Budgeting, Accounts Receivable, Accounts 
Payable, Cash Management/Treasury, Expenses, Fixed Assets, General Ledger, Inventory, 
Purchasing, Suppliers and the Supplier Portal. 
 
Manages and leads the General Ledger module for configuration, reports, future state business 
processes, testing, design decisions, knowledge transfer, deployment, and go-live support. 
 
Collaborates with internal and external personnel (e.g. administrators in the various district 
departments, school district business and human resources department staff, systems analysts, 
systems technicians, etc.) for the purpose of coordinating activities and programs, resolving issues 
and conflicts, and exchanging information.  
 
Develops a wide variety of documents and presentation materials, independently and/or through 
delegation to other personnel or through contracts for the purpose of moving the district and its 
schools toward a shared and defined vision for creating a successful enterprise business system.  
 
Establishes procedures and protocols for a variety of operations (e.g. configurations, system 
functionality customization, output validation, etc.) for the purpose of providing written reference 
and/or conveying information for successful monitoring and maintenance of services.  
 
Facilitates and participates in a variety of meetings (i.e., project management, tower leads, and 
module meetings), workshops and committees for the purpose of conveying and/or gathering 
information, identifying and developing recommendations, providing training, and supporting other 
staff.  
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Monitors systems for data collection, coding and analysis for the purpose of continuously capturing 
user requirements, mapping and tracking them through to system specifications and configurations 
as additional needs develop.  
 
Presents information on a variety of topics related to administrative responsibilities (e.g. overview 
of services, policies and procedures, etc.) for the purpose of providing general information, training 
and staff development, implementing actions, etc.  
 
Responds to issues involving staff, conflicts in policies and regulations, data integration, 
compatibility support, etc. for the purpose of identifying the relevant issues and recommending or 
implementing a plan of action that will efficiently resolve the issue.  
 
Serves as liaison with consultants, system integrator, GEMS project related suppliers, school 
district business personnel, etc. for the purpose of providing leadership and support in the 
maintenance of a unified, efficient, and fully integrated enterprise business system.  
 
Tracks system and project status for the purpose of providing progress reports and planning 
updates for various stakeholder groups.  
 
Directs organizational change management to support business process change to maximize the 
functionality of the GEMS system, with the intent of improving and enhancing organizational 
efficiency. 
 
Actively participates as a member of the GEMS project Steering Committee. 
 
ADDITIONAL JOB FUNCTIONS 
 
Performs other related duties as assigned for the purpose of ensuring the efficient and effective 
functioning of the work unit.  
 
 

MINIMUM TRAINING AND EXPERIENCE 
 
Bachelor’s degree in business administration, technology management, systems engineering, 
information technology, or related field from a regionally accredited institution of higher learning  
Minimum of ten (10) years relevant NC school business experience. 
 
 
 

MINIMUM QUALIFICATIONS OR STANDARDS REQUIRED 
TO PERFORM ESSENTIAL JOB FUNCTIONS 

 
Physical Requirements: Must be physically able to operate a variety of automated office machines 
including computers, calculators, copiers, facsimile machines, etc. Must be able to exert an eligible 
amount of force frequently or constantly to lift, carry, push, pull or otherwise move objects. 
Sedentary work involves sitting most of the time but may involve walking or standing for periods 
of time. 
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Data Conception: Requires the ability to compare and/or judge the readily observable, functional, 
structural or composite characteristics (whether similar or divergent from obvious standards) of 
data, people or things. 
 
Interpersonal Communication: Requires the ability to speak and/or signal people to convey or 
exchange information. Includes receiving instructions, assignments or directions to subordinates or 
assistants. 
 
Language Ability: Requires the ability to read correspondence, reports, forms, billing statements, 
invoices, financial statements, roster, insurance forms, turnaround documents, etc. Requires the 
ability to prepare correspondence, forms, reports, billing statements, invoices, and financial 
statements using proper format. Requires the ability to speak to people with poise, voice control, 
and confidence. 
 
Intelligence: Requires the ability to apply rational systems to solve practical problems and deal 
with a variety of concrete variables in situations where only limited standardization exists; to 
interpret a variety of instructions furnished in oral, written, diagrammatic or schedule form. 
 
Verbal Aptitude: Requires the ability to record and deliver information, to explain procedures, to 
follow oral and written instructions. Must be able to communicate effectively and efficiently in 
standard English and government technology. 
 
Numerical Aptitude: Requires the ability to utilize mathematical formulas; to add and subtract; 
multiply and divide; utilize decimals and percentages; to determine percentages and decimals; and 
to apply the principles of algebra and geometry. 
 
Form/Spatial Aptitude: Requires the ability to inspect items for proper length, width and shape. 
 
Motor Coordination: Requires the ability coordinate hands and eyes rapidly and accurately in 
using office equipment. 
 
Manual Dexterity: Requires the ability to handle a variety of items such as office equipment 
and hand tools. Must have minimal levels of eye/hand/foot coordination. 
 
Color Discrimination: Requires the ability to differentiate between colors and shades of color. 
 
Interpersonal Temperament: Requires the ability to deal with people beyond giving and receiving 
instructions. Must be adaptable to performing under minimal levels of stress and when confronted 
with persons acting under stress. 
 
Physical Communication: Requires the ability to talk and hear: (Talking: expressing or 
exchanging ideas by means of spoken words. Hearing: perceiving nature of sounds by ear.) Must be 
able to communicate via telephone. 
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KNOWLEDGE, SKILLS AND ABILITIES 
 
KNOWLEDGE  
Required to perform advanced math; review and interpret highly technical information, write 
technical materials, and/or speak persuasively to implement desired actions; and analyze situations 
to define issues and draw conclusions. Specific knowledge based competencies required to 
satisfactorily perform the functions of the job include: Enterprise Resource Planning systems 
(ERP) including financial/accounting, procurement, payroll, and human resource systems; project 
management tools and techniques for multi-vendor and multi-platform computer systems; project 
accounting and resource allocation techniques; project risk management and mitigation techniques; 
public sector procurement regulations, staffing regulations and accounting principles and practices. 
 
SKILLS  
Required to perform multiple, highly complex, technical tasks with a need to periodically upgrade 
skills in order to meet changing job conditions. Specific skill based competencies required to 
satisfactorily perform the functions of the job include: operating standard office equipment 
including utilizing pertinent software applications; planning and managing projects and programs; 
overseeing program financial activities; developing effective working relationships; preparing and 
maintaining accurate records; and administering personnel policies and procedures.  
 
ABILITY  
Required to schedule a number of activities, meetings, and/or events; often gather, collate, and/or 
classify data; and consider a number of factors when using equipment. Flexibility is required to 
independently work with others in a wide variety of circumstances; analyze data utilizing defined 
but different processes; and operate equipment using a variety of standardized methods. Ability is 
also required to work with a significant diversity of individuals and/or groups; work with data of 
varied types and/or purposes; and utilize a variety of types of job-related equipment. Independent 
problem solving is required to analyze issues and create action plans. Problem solving with data 
frequently requires independent interpretation of guidelines; and problem solving with equipment 
is moderate to significant. Specific ability based competencies required to satisfactorily perform the 
functions of the job include: communicating effectively orally and in writing; working effectively 
independently; resolving disputes and diffusing tension; establishing and maintaining effective 
working relationships; meeting deadlines and schedules; setting priorities; working with multiple 
projects, frequent interruptions, and changing work priorities; working with detailed 
information/data and maintaining accurate records; making presentations; and maintaining 
confidentiality. 
 
RESPONSIBILITIES 
Working independently under broad organizational guidelines to achieve unit objectives; 
supervising the use of funds. Utilization of resources from other work units is often required to 
perform the job's functions. There is a continual opportunity to impact the organization’s services.  
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DISCLAIMER 
 
The preceding job description has been designed to indicate the general nature and level of work 
performed by employees within this classification. It is not designed to contain or be interpreted 
as a comprehensive inventory of all duties, responsibilities, and qualifications required of 
employees to this job. 
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