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Title:.  IT Engineer – Process & Development (Programmer)

1. Objective
Design, analyze, document, and implement the company’s internal operational structure using Odoo as the core ERP system. This role is responsible for transforming existing workflows into standardized processes, defining KPIs, developing dashboards, programming and configuring Odoo, training employees, and driving company‑wide adoption with continuous follow‑up and measurable performance improvement.

2. Organizational Structure 
Department: IT / Process Improvement / ERP
Report to IT Manager -All Departments (Cross‑Functional Support)
	IT Manager

	▼

	IT Engineer – Process & Development (Programmer)

	▼

	Departments (Cross‑Functional Support)  



3. Employee Details
· Employee Type: Full Time
· Classification: (Salary – Exempt )
· Location: On site  – 2017 Texas Ave. El Paso, Texas, 79901; and as needed – in any other company locations.
· Schedule: 8-530pm. This role is classified as salaried exempt; therefore, work hours may extend beyond the standard schedule when business demands arise. You are expected to exercise professional judgment in managing your time to ensure all responsibilities are met.

4. Alignment of Position Functions

	Main Responsibilities
	KPI Impacted
	Related Process
	Deliverables / Dashboards

	Analyze current company processes
	Process coverage %, gaps identified
	Process Discovery
	Current‑state process maps

	Design standardized processes & SOPs
	Process adoption rate
	Process Design
	Approved SOPs, workflows

	Define KPIs
	KPI accuracy, ownership
	KPI Governance
	KPI catalog & definitions

	Build dashboards & reports
	Dashboard usage
	Reporting & Analytics
	Executive dashboards

	Configure & program Odoo
	Automation rate
	Odoo Development
	Configured modules, code

	Train users & drive adoption
	Training completion
	Change Management
	Training logs, adoption tracker



Main Responsibilities
· Analyze existing workflows across all departments.
· Design and implement standardized company processes and SOPs.
· Define KPIs and develop performance dashboards.
· Configure, customize, and program Odoo ERP modules.
· Document processes and system configurations following QMS standards.
· Train employees on processes, KPIs, dashboards, and Odoo usage.
· Provide follow‑up, monitoring, and continuous improvement support.

5. Skills | Knowledge | Technical Requirements 
(Technical / Functional). WHAT a person can do. Skills are teachable, observable, and measurable abilities. Can be trained. Learned through training or experience, tested during interviews or assessments
· Excel (advanced)
· Strong experience with Odoo ERP configuration and programming.
· Programming skills (Python, Odoo framework, XML; JavaScript a plus).
· Process engineering and business analysis skills.
· KPI definition and dashboard design.
· Strong documentation discipline (QMS, SOPs).
· Microsoft 365 (Teams, SharePoint, Excel).
· Aritificial inteligence 

EXPERIENCE - Has this person done this type of work before?”
3+ years of experience in ERP implementation, process engineering, or software development.
Demonstrated experience implementing or supporting Odoo in production environments.

6. Competencies 
HOW a person consistently performs.  Competencies describe behaviors, judgment, mindset, and execution style.  “How does this person show up and perform every day?” Harder to teach, Evaluated over time, Used for performance management, promotions, and corrective action, closely tied to culture and values.
· Results-driven mindset
· Systems thinking and process‑oriented mindset
· High accountability and ownership
· Strong analytical and problem‑solving skills
· Ability to communicate with technical and non‑technical users
· Discipline in follow‑up, documentation, and execution
· Continuous improvement mindset
· Ability to make decisions under pressure
· Leadership and influence
· Strong follow-up and execution discipline
· Ability to manage stress and ambiguity 
· Team leadership and development 
· Communication and professionalism

	Block
	Includes
	Purpose

	Work Conditions & Requirements
	Physical, Environment, Travel
	Operational and legal clarity

	Tools, Systems & Resources
	PPE, Equipment, Software, Projects
	Execution and resources

	Values, Guidelines & Compliance
	Values, Policies, SOPs
	Culture and compliance



7. Work Conditions & Requirements
PHYSICAL REQUIREMENTS: Prolonged computer work; reading/handling plans; occasional lifting of binders/plan sets up to 25 lbs
WORK ENVIRONMENT: Primarily office-based; occasional visits to project sites or vendor locations as needed
TRAVEL AVAILABILITY: Occasional local travel; minimal overnight travel unless required by project needs

8. Tools, Systems & Resources
TOOLS (PPE, Company Equipment & Vested Expenses): Company laptop/monitor; phone as assigned; PPE required when visiting job sites (hard hat, safety vest, safety glasses, boots)
SOFTWARE: Microsoft 365; SharePoint/QMS; Odoo (ERP tasks & activity tracking); estimating tools as assigned (e.g., Bluebeam); spreadsheets/templates
LARGE PROJECTS: Supports public and private construction bids (small to mid-size) and related preconstruction deliverables

9. Values, Guidelines & Compliance
CORE VALUES: Accountability, documentation discipline, integrity, safety, teamwork, and continuous improvement
GUIDELINES AND COMPLIANCE
· Orientation and acknowledgment of the Employee Handbook and applicable policies
· Completion of onboarding training in Odoo (self-paced SOPs, videos, and required modules)
· Compliance with Safety Plan / Safety Handbook and incident reporting expectations when visiting job sites
· Document Control / Quality Management System (QMS): follow SharePoint-based  procedures for records, forms, and version control
· Use of Odoo ERP: daily check of assigned activities, tasks, and documentation  expectations
· Support continuous improvement and best practices (5S, lessons learned, standard work) as applicable to YOUR POSITION.

10. Authorization 
	Employee Name and  Signature :
	Date: 

	Supervisor Name and Signature:  
	Date: 

	HR Rep. Signature: 
	Date: 

	Accounting Rep. Signature: 
	Date: 
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