
 
 

 

Page 1 of 3 
 

JOB DESCRIPTION  
 

Position: Salesforce Administrator Company: TBK Bank, SSB 
    
Locations: Dallas, TX 

 
Department: Information Technology 

Hours: Full-time 
 

Supervisor Title: SVP, Strategic Planning 
 

The Salesforce Administrator will work as part of the team dedicated to ensuring that we are 
maximizing efficiency and capitalizing on the full features and benefits of the system based on 
the various user group needs. We are seeking someone with excellent technical and 
communication skills who can interface directly with internal stakeholders to understand their 
needs in order to administer and enhance the system accordingly. This person will serve as the 
"go to" for users, promote adoption, keep current on new releases and AppExchange solutions, 
provide training, and more. Additionally, the Administrator will perform basic updates, such as 
add/delete users, and adding basic custom fields.    
 

ESSENTIAL DUTIES AND RESPONSIBILITIES  
 

Create and manage changes to the System: 
 Proactively seek out and identify needed system changes.  
 Proactively gather feedback from users.  
 Manage system changes without interruption to the user.  
 Communicate system changes to the users in advance so they understand the change and 

how to use it prior to implementation.  
 Gather requirements from end users.  
 Modify the system to increase benefits and usability.  
 Manage the change control process and “Change Management” Committee if appropriate.  
 Manage all processes that impact / relate to Salesforce.com.  
 Manage new releases of SFDC and efficiently roll out new features.  
 Create and maintain fields, views, reports, dashboards, campaigns and other salesforce.com 

objects and functions.  
 Create custom objects when necessary.  
 Handle on‐going customization/ alteration of Salesforce.com.  
 Maintain, enhance and create workflows, functions and configurations within the 

Salesforce.com environment.  
 Create new reporting capabilities and respond to ad hoc reporting requests as needed.  

 
Maintain System, Security and Integrity: 
 Reassign Accounts, Contacts, and Opportunities in response to personnel changes.  
 Grant/ remove and maintain user licenses.  
 Maintain security including sharing rules and security levels.  
 Design, Create and maintain user roles, profiles and hierarchies.  
 Monitor application storage usage and archive data as needed.  
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User Assistance, Training, Adoption and Satisfaction:  
 Create and administer training to existing or new users/groups.  
 Provide one to one training to end users on an on‐going basis.  
 Expand use of Salesforce.com – attend planning meetings, assist with determining if /how 

salesforce.com can be used in new ways as opposed to purchasing a new internal system.  
 Assist sales management to create processes in salesforce.com to help monitor activities, 

trends, sales and leads.  
 Communicate regularly with user base regarding new features, enhancements and changes 

to the system.  
 Monitor usage and mentor users/groups needing assistance.  
 Continually seek ways to further enhance the end‐user experience.  
 Be the company SME on Salesforce.com.  
 
Process Creation, Documentation and Maintenance: 
 Document company processes and workflows.  
 Develop process documentation and field maps.  
 Create new processes and associated reporting.  
 
Data Quality, Migration and Maintenance:  
 Assist with migration from older systems/processes into Salesforce.com.  
 Monitor neglected Leads, Opportunities, Accounts, and Contacts as appropriate. 
 Import data as appropriate.  
 Monitor and manage exception logs for back end system integration with SFDC.  
 Manage duplicate records.  
 Monitor and improve data quality.  
 Ensure data integrity by merging duplicate Leads, Contacts, and Accounts; performing mass 

uploads and updates of data as required; Removing unnecessary fields and data; ensuring 
screens, fields and workflow have accurate names and reflect current workflow.  

 
Report and Dashboard Creation and Maintenance: 
 Create and maintain dashboards.  
 Create and maintain reports including folder maintenance.  
 Develop complex, macro driven reports to summarize system information for Senior 

Management.  
 Build and manage report folders for reps to improve sales efficiency.  
 

EXPERIENCE 
 

 2 years of Salesforce administration experience; Salesforce certifications a plus 
 In‐depth knowledge of the standard capabilities of SFDC  

 

SKILLS AND ABILITIES REQUIRED 
 
A system administrator needs a solid understanding of the organization’s business. They must 
have solid salesforce.com skills and ideally, have a general understanding of banking.   Most 
importantly they should be proactive, organized and logical.  
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SALARY AND EMPLOYMENT 
 
 Pay range dependent on skill level 
 Company benefits including Medical, Vision, Dental, 401K 
 Standard 40 hour M-F 8-5pm or as determined by Manager 
 

HOW TO SUBMIT A RESUME 
 
Qualified candidates, please send your resume in either Microsoft Word or Adobe PDF to: 
recruiting-corporate@tbkbank.com  
 
Given candidate interest in this position, we may only be able to contact qualified 
candidates.  Thank you in advance for understanding if we do not contact you.  
 
Equal Employment Opportunity Statement: Triumph Bancorp, Inc. and its subsidiaries, provide 
equal employment opportunities (EEO) to all employees and applicants for employment without 
regard to race, color, religion, gender, sexual orientation, national origin, age, disability, genetic 
information, marital status, or status as a covered veteran in accordance with applicable federal, 
state and local laws.  
 

ABOUT TBK BANK, SSB 
 
TBK Bank, SSB, a subsidiary of Triumph Bancorp, Inc. (Nasdaq: TBK), is a Texas-state savings bank 
headquartered in Dallas, Texas. We offer a full range of commercial and consumer banking 
products and services. Our community banking division, Triumph Community bank, serves 
consumers and small businesses through 18 branches spread throughout Iowa and Illinois. We 
also serve consumers and small businesses with 35 branches throughout Colorado and western 
Kansas under the name TBK Bank. We serve a broad national customer base through our 
commercial finance divisions, including equipment lending and asset based lending through 
Triumph Commercial Finance, premium finance solutions for independent insurance agents 
through Triumph Premium Finance. We also offer discount factoring through our Triumph 
Business Capital subsidiary and insurance through Triumph Insurance Group, Inc. subsidiary. 
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