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SERVICE:
Transformation and Partnerships
SERVICE GROUPING:
Transformation – Transformation Programme Office

	1. 
	POST TITLE:

	Business Analyst

	2. 2.
	POST NUMBER:

	

	3. 3.
	GRADE:
	12
Job Evaluation Ref No:  N9876


	4. 
	LOCATION:
	Your normal place of work will be County Hall, Durham. However; you may be required to work at any council workplace within County Durham.



5.
RELEVANT TO THIS POST: 
Flexible Working:
Subject to service needs the council’s flexible working policy is applicable to this post
Disclosure & Barring Service:    
N/A
  6.
ORGANISATIONAL RELATIONSHIPS:

The post holder will report directly to the Team Leader, Senior Project Manager.
7.
DESCRIPTION OF ROLE:

The post holder is responsible for providing strategic leadership in business analytics. They will 
lead by example in terms of embedding the vision, values and behaviours of the council. 


They will assume a corporate remit as appropriate and will engage with other service areas to 
achieve better outcomes for the council.

8.
DUTIES AND RESPONSIBILITIES SPECIFIC TO THIS POST:
Listed below are the responsibilities this role will be primarily responsible for:

Key Result Area - Corporate

· To participate in culture change for transformation by championing the organisational benefits and seeking to embed the application of the council’s core values of People Focussed, Outcome Focussed, Innovation and Empowerment.

· To promote the implementation of a ‘One Council’ approach and to support and seek out collaborative opportunities across the service, within the wider council and with appropriate partners;

· To promote customer centric service design and an ethos of digital by default wherever practicable, and to promote smarter ways of working to support flexible and productive working patterns and increase productivity.

Key Result Area – Leadership 

· To promote clear and visible leadership in a project environment;

· Participate in the delivery of the overall plan for the service and advising on specialist areas of project management;

· Manage service projects and initiatives of limited complexity ensuring that the standard project management methodology is properly utilised. Provide opportunities for employees by encouraging cross-service and matrix working;

Key Result Area – Service Delivery

· Ensure service delivery is maintained in line with the corporate service design principles and establish the most effective level of service delivery attainable within the resources available;

· Support the embedding of demand-side customer driven service design (‘outside-in’);

· Participate in effective workforce planning arrangements which support medium to long term service delivery and take into account not only the human resource factors, but ties this in to overall strategic plans, financial and budget considerations, environmental issues and legislative requirements/ regulations and governance; 

· Participate in the identification of commercial opportunities that can modernise service provision, improve service delivery and deliver MTFP savings options;

Key Result Area – Generic Management

· Monitor relevant project budgets, and project team performance in accordance with council procedures and objectives;

· Establish effective lines of communication and build working relationships within the project team based around trust and empowerment;

· Effectively engage with the project team to make decisions within the remit of the project, to challenge appropriately and to think ‘outside the box’ in terms of improving service delivery;

· Seek continuous professional development;

· Actively encourage and lead by example in terms of smarter working initiatives and promote the use of technology to maximise productivity and service delivery;

· Ensure the health, safety and well-being of self and others within workplace; 

· Ensure principles of equality and diversity are embraced and underpin all work for employees and service users;

Key Result Area – Job Specific

· Facilitation of project definition workshops and resolution of complex scoping issues and stakeholder conflicts

· Contributes to the development of communications and awareness raising of the Transformation Programme and staff engagement to include contributing to the delivery of training in project management and Lean Six Sigma principles; 

· Work proactively to resolve project issues and mitigate project risks;

· Direct a series of process improvements using Lean Six Sigma and other Business Process Improvement techniques;

· Can construct a complex data model;

· Has experience of strategic analysis techniques and principles of business and enterprise architecture;

· Elicit requirements using interviews, document analysis, requirements workshops, surveys, site visits, business process descriptions, use cases, scenarios, business analysis, task and workflow analysis; 

· Critically evaluate information gathered from multiple sources, reconcile conflicts, decompose high-level information into details, abstract up from low-level information to a general understanding, and distinguish user requests from the underlying true needs;

· Proactively communicate and collaborate with external and internal customers to analyse information needs and functional requirements and deliver Functional Requirements Document, Business Requirements Document, Screen and Interface designs as needed;

· Utilise your experience in using enterprise-wide requirements definition and management systems and methodologies required;

· Successfully engage in multiple initiatives simultaneously 

· Work independently with users to define concepts and under direction of the Snr Project Manager 

· Drive and challenge Services on their assumptions of how they will successfully execute their plans;

· Develop requirements specifications according to standard templates, using natural language;

· Collaborate with ICT and subject matter experts to establish the technical vision and analyse tradeoffs between usability and performance needs; 

· Be the liaison between Services, ICT and support teams;

9.
COMMON DUTIES AND RESPONSIBILITIES:
9.1
Quality Assurance
To set, monitor and evaluate standards at individual, team performance and service quality so that the user and the Service’s requirements are met and that the highest standards are maintained.
 
To establish and monitor appropriate procedures to ensure that quality data are reported 
and used in decision making processes and to demonstrate through behaviour and 

actions a firm commitment to data security and confidentiality as appropriate.

9.2
Communication

To establish and manage the team communications systems ensuring that the Service’s procedures, policies, strategies and objectives are effectively communicated to all team members.

9.3
Professional Practice

To ensure that professional practice in the team is carried out to the highest standards and developed in line with the Service’s stated objectives of continual improvement in quality of its service to internal and external customers.

9.4
Health and Safety

Manage health and safety in their area of responsibility in accordance with the relevant section(s) of the Corporate/Service Health and Safety Policy and to ensure that the Health and Safety policy, organisation arrangements and procedures as they relate to areas, activities and personnel under your control are understood, implemented and monitored.

9.5
General Management (where applicable)
To provide vision and leadership to staff within a specialist team, ensuring that effective systems are in place for workload allocation and management, the application of the Authority’s and the Service’s policies and procedures, including those relating to equality, supervision and appraisal and all aspects of their performance, personal development, health and welfare.

9.6
Financial Management (where applicable)
To manage a designated budget (as required) ensuring that the Service achieves value for money in all circumstances through the monitoring and control of expenditure and the early identification of any financial irregularity.

9.7
Appraisal

All members of staff will receive appraisals and it is the responsibility of each member of staff to follow guidance on the appraisal process.
9.8
Equality and Diversity
As an organisation we are committed to promoting a just society that gives everyone an equal chance to learn, work and live free from discrimination and prejudice.  To ensure our commitment is put into practice we have an equality policy which includes responsibility for all staff to eliminate unfair and unlawful discrimination, advance equality of opportunity for all and foster good relations.

       These policies apply to all employees of Durham County Council.
9.9
Confidentiality

All members of staff are required to undertake that they will not divulge to anyone personal and/or confidential information to which they may have access during the course of their work.

All members of staff must be aware that they have explicit responsibility for the confidentiality and security of information received and imported in the course of work and using Council information assets.  The Council has a Personal Information Security Policy in place.

9.10
Induction
The Council has in place an induction programme designed to help new employees to become effective in their roles and to find their way in the organisation.

Person Specification:  Business Analyst (Grade 12)
	
	Essential
	Desirable
	Method of Assessment

	Qualification
	· Relevant professional qualification at degree level or equivalent;


	· Management Level 3 or equivalent
	Application form

Selection Process

Pre-employment checks



	Experience
	· Experience of running project definition workshops and resolving complex scoping issues and stakeholder conflicts

· Experience of performing project estimation for BA related tasks

· Experience of producing detailed business cases

· Can present findings to senior (director level) stakeholders

· Can work proactively to resolve project issues and mitigate project risks

· Experience of conducting a process improvement programme

· Has experience of strategic analysis techniques and principles of business and enterprise architecture


	· Experience of implementing and managing change and business transformation; proactively pursuing continuous improvement;

· Working with Members and Senior Officers advising on specialist areas of responsibility;

· Planning and people management including motivation and empowerment, performance management and development;

· Experience of implementing and delivering partnership working with both internal and external partners;
· Experience of delivering awareness sessions in business process improvement / business analytics
	Application form

Selection Process

Pre-employment checks



	Skills / Knowledge
	· Strong analytical and product management skills, including a thorough understanding of how to interpret customer business needs and translate them into application and operational requirements. 

· Excellent verbal and written communication skills and the ability to interact professionally with a diverse group, executives, managers, and subject matter experts. 

· Can conduct tendering with third party software suppliers

· Can manage relationships with third party suppliers

· Understands principles of Business and IT strategy within DCC and to business in general;

· Has knowledge of complex data modelling;

· Can advise on the use of requirements analysis tools (e.g. CASE, Requirements Databases);

· Can perform project estimation for BA related tasks;
	· Project management, business transformation and change management skills;

· Ability to think analytically, strategically and creatively, and to influence and manage change across management and professional boundaries;

· The ability to identify and exploit commercial opportunities for the benefit of the community and the Council;

· Understand and apply the ‘One Council’ ethos and the values which underpin it; 

· Understand the strengths, motivations, aspirations and areas for development within the team and use this information to form positive working relationships built on trust which will empower, challenge and develop the team;

· Understand and apply the council’s service design principles to ensure the most effective level of service delivery is maintained within the resources available;

· Problem solving skills;

· Political and cultural awareness; Understanding of the political context and environment of local government;

· Strong communication and presentation skills;

· Knowledge and understanding of Local government statutory requirements; 
	Application form

Selection Process

Pre-employment checks



	Personal Qualities
	· Ability to analyse and understand problem and evaluate creative solutions;

· Ability to challenge appropriately;

· Ability to change behaviours, drive cultural change, motivate others.
	· Professional in approach;

· Analytical
· Personal commitment;

· Flexible approach to work;

· Well organised and self-motivated;

· Resilient with strong self-awareness
	Application form

Selection Process

Pre-employment checks
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