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	Department:
	Corporate Resources

	Job Title:
	Business Analyst

	Grade:
	12

	Post Number:
	

	Service/Section:
	Transformation Unit

	Base/Location:
	County Hall

	Responsible To:
	Senior Business Analyst

	Responsible For:
	No direct line management responsibilities 

	Key Relationships/

Liaison with:
	Transformation Unit staff, Departmental Service Managers, Business Intelligence Service, Commissioning Support Unit, ICT, HR, Finance and other specialists, project stakeholders, and staff from partner organisations

	

	Job Purpose

	· To support the Transformation Unit to deliver sustainable business change and promote the effective and efficient delivery of services across the Council.
· To support the link between the Council’s information and data departments and business areas; to collate information to create purposeful knowledge for managers and decision makers in business areas.


	Main Duties and Responsibilities

	1.
	To gather a variety of information and insight, which provide the evidence for any case for change and possible solutions to be designed in key projects across the transformation agenda.  


	2.
	Produce business cases and other agreed documents with contribution of others and with approval from relevant stakeholders.


	3.
	Collate data, analysis reports and documentation and present in accessible formats to meet audience needs for project teams and stakeholders.


	4.
	Run requirement gathering / definition workshops with stakeholders if and when agreed by specialist teams.


	5.
	Elicit, document, and prioritise new requirements for key projects.


	6.
	Plan and deliver the transition to business as usual.


	7.
	Demonstrate competency in all core BA operational tasks.  This includes:

Process mapping, Information and data collation from Business Intelligence Service stock and any agreed new analysis relevant to the project needs - leading to business process and service improvement.


	8.
	Engages with own CPD requirements as agreed in PDRs.  Provide guidance and support on any areas of BA expertise and where applicable deliver more formal learning activities for the BA team.


	9.
	To work in partnership with colleagues, to the values and principles of the Transformation Unit and in accordance with the Council’s strategies, policies and procedures.


	

	The following sections on ‘Professional Autonomy’ and ‘Values and Principles’ provide advice and guidance to TU personnel on their expected practice when supporting business areas.  These reflect the current support needs of the Council, therefore could be subject to change in the future.

	Professional Autonomy

	Decision Making
	Low to Medium – confined to projects and areas where BA is agreed lead.  BAs should seek clarity from Senior BA where not clear.  Decision making is within the function and remit of the Transformation Unit and within the role of BA.


	Leadership
	Medium – in area of BA operational leadership.  Ensure collective standards are meeting agreed levels.  Contribute to improvement measures.  
Present professional challenges where applicable.



	Values and Principles 

	· Be collaborative and by default, respect and seek out the expertise of others as a preference to assuming responsibility, regardless of prior experience and roles. 

· Operate in a manner which harbours trust and engagement within the team and wider Council colleagues and partners.

· Demonstrate a shared approach to produce results. Acknowledge who is best equipped to undertake specific tasks and be willing to support to improve capacity of the wider Council.

· Show an interest and knowledge in the functioning of individual departments. 

· Demonstrate respectful curiosity and ask challenging questions to elicit the right information from departments and stakeholders.
· Act as enablers and supporters to departmental decision-makers. 

· Display a positive, can-do attitude and strive to deliver work of a high quality and motivate others.
· Demonstrate professional leadership and challenge current positions to consider service improvements

· Demonstrate professional integrity, confidence and competence to deliver to agreed standards and challenge inappropriate practice.  

· Work to achieve the best outcomes for the Council and citizens of Leicestershire

· Be flexible, adaptable and resilient, working in partnership with the wider TU workforce to deliver the departmental agenda.
· Be self-motivated and self-directed to produce high quality and timely work when operating without supervision.
· Support the functioning of a shared learning culture by being a reflective and reflexive practitioner, continually striving to improve own knowledge and practice.  Make meaningful contributions to the Transformation Unit (and wider Council) by supporting the learning of others, and/or undertaking research into new and best practice.


	

	Special Factors

	The nature of the work may involve the jobholder carrying out work outside of normal working hours.
Business Analysts can act as Senior Business Analyst and/or Business Consultant, where capable and as and when directed by the Transformation Unit to support the capacity of the Unit and to ensure priority business change occurs in a timely manner.


	This job description sets out the duties and responsibilities of the job at the time when it was drawn up.  Such duties and responsibilities may vary from time to time without changing the general character of the duties or the level of responsibility entailed.  Such variations are a common occurrence and cannot in themselves justify a reconsideration of the grading of the job.



	Leicestershire County Council is seeking to promote the employment of disabled people and will make any adjustments considered reasonable to the above duties under the terms of the Equality Act 2010 to accommodate a suitable disabled candidate.

	

	Date Prepared/Revised: December 2015
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	Essential
	Desirable
	How assessed

	Qualifications
Degree or equivalent 
Formal business analysis/business process management training.
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Demonstrable relevant experience of supporting business change that meets the essential ‘Experience’ criteria below.

	(
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	Experience
Experience of working with a range of stakeholders to define requirements for service improvement and identify improvements or changes required to support the business 

Experience of business process  design, process testing, and the documentation of work instructions
Experience of service review and re-design and supporting the development of target operating models.
Experience of supporting the learning and development of professional colleagues and trainees.
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	Knowledge

Good general business and commercial acumen

Working knowledge of the public sector environment and strategic drivers for transformation and change in local government and other public services.
Robust knowledge of capabilities and responsibilities of ICT to meet business needs
Robust working knowledge of a wide range of tools and approaches to support the BA work product and meet business needs.
Be aware of and follow corporate strategy, policies and processes.  Understand the potential impact of BA work process and product on corporate direction.

Awareness of standard methods for project management and change management 

Working knowledge of methods for project planning and workstream management, risk management, performance management and change management.
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	Skills and Competencies 
Communication:

Excellent interpersonal, written and verbal communication skills including the ability to communicate complex issues and present evidence to a range of audiences, and to write well-structured reports for key projects.
Ability to identify, influence and challenge key stakeholders and business sponsors, in order to facilitate business change, and to impact on organisational culture.

Assessment:

Ability to assess current practices, determine what data is required to enable the ‘as-is’ position to be determined and the ability to test and assess new solutions and processes as agreed within project plans.

Analysis:

Examine, explore and challenge complex evidence relevant to the project requirements.  Where applicable undertake this in partnership with the Business Intelligence Service
Planning:

Can plan and prioritise own and where applicable, others workload to the needs and timescales of relevant projects.  
In partnership ensure any solutions or modelling is aligned to future needs, financial requirements and other influencers.  Involving other departments and corporate processes that need to influence solutions.

Review:

Ability to review redesigned processes to ensure optimum improvement and efficiency 

Ability to provide impartial assessments of achievements of intended outcomes.

Application of tools and approaches:

Demonstrates skills and abilities to effectively identify and apply a range of tools and approaches within the scope of the BA role and which are appropriate and proportionate to the needs of the project.
Able to successfully facilitate workshops and other group activities.
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	Other Requirements

An understanding of, and commitment to, Equal Opportunities and anti-discriminatory principles, and the ability to apply this to business analysis practice and all other situations.
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	Ability to travel to service points within Leicestershire County Council in a cost efficient way.
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	Must be able to perform all duties and tasks with reasonable adjustment, where appropriate, in accordance with the provisions of the Equality Act 2010
	(
	
	Med

	Key:

App = Application Form

Test = Test

Int = Interview
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