
OLDHAM COUNCIL

JOB DESCRIPTION

	Job Title: Business Analyst (Fixed Term Contract for 18 months)


	Directorate: Corporate and Commercial Services
	Division/Section: Business Intelligence


	Grade: 



	Job Purpose:

To establish, within time and budget, business requirements for the successful implementation of the significant changes in organisational mission, business functions and process, organisational roles and responsibilities and change management strategies. Provide options and evaluation of the financial, commercial, cultural, technological, organisational and environmental factors that must be addressed in a change programme, and the benefits that are to be achieved. 

Provide structured advice and guidance to business and service change teams in the Council.
To promote the appropriate use of business intelligence across the organisation, supporting the development of a culture that places the onus for performance management on individual services, ensuring that the work of the Business Intelligence service adds value to and supports the Council’s strategic direction and underpins informed decision-making.




	Key Tasks:
1. To provide a business analysis service to deliver business change, culture change and BPR through:
· Project definition and problem identification
· Business Analysis – customer focused end to end change
· Mapping, measurement, analysis and the development of innovative alternate solutions, including “to be” states in line with the business vision, to ensure that all impacts are considered
· Research, benchmarking and feasibility studies 
· Provision of commercial intelligence to inform service development and potential income generation opportunities

· Business and user requirements definition  
· Solution Definition including benefits realisation 
· Production of business functional specifications
· Evaluation of solutions and prepare options appraisal
· Provide related support to procurement activities if appropriate
· Assist the project owner in business case development
· Support the project owner in the post Implementation Review and benefits realisation.
2. To provide support to the implementation of identified solutions where appropriate.
3. To lead the management of business change projects in relation to business analysis aspects.  When taking responsibility for a project, the postholder will be responsible for other members of the project team ensuring that required work items are produced in a timely manner and to Council standards.  The postholder will also be responsible for making recommendations regarding signing off expenditure relating to that project.
4. To provide challenge to other projects and activities such as Service Improvement Planning as appropriate.
5. To present findings and solutions to varying levels of leadership, management and other stakeholder groups.
6. To achieve objectives within agreed timescales and resources.
7. In conjunction with key stakeholders to define and manage the process of business change into the Council in a way that is sensitive and fully compatible with business operations.
8. To liaise and co-ordinate progress across service areas in line with council policies and priorities.
9. To work effectively with all stakeholders in support of effective individual, service performance, and business change.
10. To remain appraised of pertinent legislation, Technical Standards and Codes of Practice relevant to the services offered and to maintain an up to date knowledge of both individual service and council wide priorities and drivers. 
11. To provide advice and guidance to all relevant parties involved with business change projects.
12. To ensure lessons learnt are communicated and applied to future working practice.
13. To co-ordinate and evaluate the work of staff as allocated, ensuring their effective performance, supporting and enabling their personal development.
14. To pass on business analysis skills and knowledge to officers within the Council as part of ongoing learning and capacity building.
15. To provide advice to budget holders in managing expenditure and project budgets, where appropriate.
16. To produce project and system related documentation in line with Council Standards.
17. To apply and monitor the use of required modelling and analysis tools, methods and standards and to undertake continuous review and development activities to ensure best practice is reflected in the tools and methods deployed. 
18. Make appropriate use of all Business Intelligence systems to capture, QA, analyse, and report on data and key activity.

19. Make an effective contribution to the Business Intelligence Service, ensuring that the team delivers continuous improvement.

20. To assist with the provision of a forward looking, customer focussed service which meets the standards agreed with our customers and is consistent with best value principles.



	Standard Duties:

1. To actively promote the equality and diversity agenda in the workplace and in service delivery.

2. To uphold and implement the policies and procedures of the council and directorate including those relating to customer care and health and safety.

3. To undertake continuous professional development (CPD) and to be aware of new developments, legislation, initiatives, guidelines, policies and procedures, and to ensure that members of the service are informed appropriately. 

4. Undertake any additional duties commensurate with the level of the post.




	Contacts: Directors of the Council,  Senior Managers, Unity Partnership, other partners, service providers, trade union representatives, elected members and external organisations as appropriate
Internal - Chief officers, service managers, Unity partnership and others as appropriate

External – I.T. providers, partners and other stakeholders, as appropriate



	Relationship To Other Posts In The Department:

Responsible to: Data and Integration Manager
Responsible for: Project team members and other staff as allocated



	Special Conditions:

None


	
	DATE
	NAME
	POST TITLE

	Prepared


	16 May 2013
	Ben Spinks
	Assistant Executive Director 

	Reviewed


	6 June 2018
	Dami Awobajo
	Head of Business Intelligence

	Amended


	
	
	


OLDHAM COUNCIL

PERSON SPECIFICATION

Job Title:   Business Analyst
Detailed below are the type of skills, experience and knowledge which are required of applicants applying for the post.  The “Essential Requirements” indicate the minimum requirements, and applicants lacking these attributes will not be considered for the post.  Method of assessment: AF = Application Form I = Interview C = Certificate.

	
	Selection criteria 

(Essential)
	Selection criteria 

(Desirable)


	How Assessed

	Education & Qualifications


	Appropriate degree, professional qualifications, or equivalent experience.

Evidence of continued professional and personal development.

Business Analysis qualification and/or equivalent proven experience in business analysis techniques 
	Qualification in PRINCE 2 or similar structured project management methods. 
	AF

AF
AF

AF

	Experience


	Proven track record in planning, organising, facilitating and delivering meetings, presentations and requirement gathering / stakeholder engagement workshops, involving a variety of different audiences and stakeholders. 
Proven experience in gathering business requirements through analysing a wide range of information, including business processes, financial reports, performance indicators and assessing the needs of service delivery staff in adopting new ways of working.
Experience of introducing change through business redesign within large and complex organisations (private or public sector) with successful outcomes, including efficiencies in service delivery and large scale cost savings.
Proven experience of identifying new ways of working, involving the use of technology and contributing to the delivery of business change, efficiencies and / or cultural change.
Experience of simultaneously managing a range of complex business change projects within competing deadlines.
Proven track record of working at senior level with a broad range of stakeholders, building consistently positive relationships, influencing senior decision makers / stakeholders to ensure buy-in for the need to change, gaining consensus for proposed changes, and positively promoting organisational reputation and interests.
Experience of successfully leading, motivating and developing staff across the organisation.

Demonstrable track record of working with a positive can-do attitude and willingness to embrace new work areas, skills and techniques. 


	     
	AF / I

AF / I

AF / I

AF / I

AF / I

AF / I

AF / I

AF / I

	Skills & Abilities


	Excellent analytical and investigatory skills to interpret varied and complex information and be able to quickly understand concepts.
Ability to allocate / delegate work to others and supervise a task to the required standards and deadlines.

Excellent verbal and written communication skills, with an ability to explain complex information clearly and concisely in a manner appropriate to the audience.
Effective presentation, communication and interpersonal skills and ability to apply these effectively to a variety of audiences.

Ability to maintain focus and objectivity under complex conditions.

Ability to work as a team and on own initiative, determining priorities and meeting important deadlines over the short, medium and long term on complex and potentially contentious projects.
Ability to develop and maintain excellent working relationships, constructively engaging and challenging staff at a range of levels, including very senior staff from across the Council and external partners/suppliers. 

Ability to contribute to shaping and implementing a business change framework for the organisation, incorporating political, strategic and operational priorities.
Highly developed interpersonal skills with the ability to use persuading, influencing and challenge skills with others, internal and external to the organisation, to bring about behavioural change and achieve desired results / outcomes as necessary.

Ability to utilise IT software and systems effectively within both an office environment (MS Office, Word, Excel, PowerPoint) 
Ability to act as an ambassador for the team and borough in line with Oldham’s values and behaviours.

	Ability to use for specialist BI or GIS software
	AF / I 
I

AF / I 
AF / I 

I

I

I

AF / I 
I

AF / I 
I

AF / I

	Knowledge


	Excellent knowledge of business analysis and project management techniques and their application in a businesss context.
An understanding and knowledge of the workings of local government and including its legal, financial, social and political context.
Knowledge of the strategic context, drivers and priorities of local government and those of strategic partners. 


	Knowledge and understanding of the politically sensitive environment in which local authorities operate and particularly the role of locally elected politicians.

Excellent overall knowledge of the Council, its functions, structures and governance.
	I

I

I

I

I

	Work Circumstances


	Able to travel to different sites across the borough.

Able to work flexibly to meet the demands of the service (including evening and weekend as necessary).
A demonstrable commitment to personal development.
	
	AF / I

AF /I

AF / I


NB. - Any candidate with a disability who meets the essential criteria will be guaranteed an interview.
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