WEST YORKSHIRE FIRE & RESCUE SERVICE

JOB DESCRIPTION

	POST TITLE:
	ICT Business Analyst

	GRADE:
	8

	RESPONSIBLE TO: 
	ICT Service Delivery Manager

	RESPONSIBLE FOR:
	n/a

	PURPOSE OF POST: 
	To provide high quality business analysis expertise working in the field of digital reform. 


MAIN DUTIES AND RESPONSIBILITIES

1. Demonstrable experience of arranging and undertaking stakeholder engagement to extract the necessary information, collating it to shape the required solution and supporting the development and implementation of the solution:
2.  Requirements capture and process mapping through leading workshops, meetings and other suitable engagement methods, collating feedback and summarising output in report(s).
3. To engage with internal stakeholders, public sector partners and other third parties where relevant to ensure business analysis informs WYFRS’s strategic and operational approach to digital investment and innovation. 
4.  Process review by developing As-Is and To-Be process maps based on outputs from the requirements capture, reflecting customer views on process and documenting the output for further comment.
5.  Design KPI’s to measure the success of To-Be processes and implemented solutions.

6.  Report writing including outputs from the requirements capture, formal specifications for ICT systems development, business cases and project briefs.

7.  Presenting analysis products to customers, including senior management, to engage and elicit feedback and support decision-making within the business.

8.  Undertaking market research for solution options based on customer requirements and developing this into an options appraisal.
9.  Work with the appropriate teams to support solution design and options appraisal.

10.  Providing support to the customer(s) and Project Manager during user acceptance testing, implementation and training of the solution.
11. Act as liaison between the customer(s) and project teams(s).

Second area:

12. To Implement and promote the Authority’s:

· Health and Safety policies
· Equality and Diversity policies
· Information Security Management System policies
· Safeguarding policies
· Business continuity policy and contingency arrangements

13. To demonstrate and uphold the service values and to promote the organisation in a positive manner.
14. Ensure functions can be maintained when disruptive events occur through the implementation of arrangements specified in the business continuity strategy/policy.
15. Responsibility for ensuring any data produced in relation to the post is accurate and current. 
16. Responsibility to ensure full compliance with the General Data Protection Regulation and Data Protection Act 2018 and to ensure data security is maintained.
17. Undertake any other duties commensurate with the grade of the post as directed by line management.
PERSON SPECIFICATION/SHORTLISTING CRITERIA

In the supporting statement section of the application form give clear, concise examples of how you meet all of the Essential person specification criteria (i.e. items you must be able to do from day one to be able to do the job), identified as ‘Application’ in order to be shortlisted for this vacancy.  If a large number of applications are received, only those who also meet the Desirable criteria, identified as ‘Application’, will be shortlisted, i.e. criteria you need to do the job, but which could be learnt during training.

Please list or number the person specification competency criteria against which you are providing evidence/examples in order to structure your supporting statement in a well organised way.

There may be some criteria that are identified through ‘Selection Process’ only. You will only be assessed on these criteria later during the selection process and not from your application form, this may involve tests, presentations, interview etc.

	 
	Experience
	Essential/ Desirable
	Where Identified

	1. 
	Significant demonstrable experience of undertaking complex and detailed business analysis, using a variety of business analysis tools to help deliver digital solutions.
	Essential
	Application & Selection Process

	2. 
	Significant demonstrable experience of influencing internal and external stakeholders and bringing about change.
	Essential
	Application & Selection Process

	3. 
	Extensive experience of data collection and analysis including the use of IT tools to facilitate this.
	Essential
	Application & Selection Process

	4. 
	Extensive experience of customer-centred design and agile practices to help deliver better user experience in digital solutions.
	Essential
	Application & Selection Process

	5. 
	Significant experience of working in a project environment with a need to report on progress, manage risks and issues and work to agreed time scales.
	Essential
	Application

	6. 
	Significant experience of formal Project Methods e.g. PRINCE 2 or Agile
	Essential
	Application

	7. 
	Experience of undertaking and advising on cost-benefit analysis.
	Desirable
	Application

	8. 
	Experience of budget monitoring.
	Essential
	Application


 

	 
	Education and Training
	Essential/ Desirable
	Where Identified

	9. 
	Educated to degree level in a relevant business qualification or significant relevant experience in a similar role.

	Essential
	Application

	10. 
	Recognised professional Qualification in Business Analysis either ISEB Diploma or British Computer Society Diploma.
	Essential
	Application 

	11. 
	Knowledge and experience of using Microsoft ® Office including Word, PowerPoint, Excel, SharePoint, Outlook and VISIO.
	Essential
	Application



 

	 
	Special Knowledge and Skills
	Essential/ Desirable
	Where Identified

	12. 
	Strong oral and written communication, presentation and interpersonal skills and the ability to communicate with stakeholders at all levels.
	Essential
	Selection Process

	13. 
	Excellent literacy and numerical skills and ability to produce high quality documentation that can be used for training, reporting, communication and decision making.
	Essential
	Application & Selection Process

	14. 
	Good analytical skills with the capability to manipulate data in order to better understand patterns and trends. 
	Essential
	Application & Selection Process

	15. 
	Ability to collate, understand and analyse highly complex information and advise stakeholders on potential options and solutions.
	Essential
	Application & Selection Process

	16. 
	Ability to produce precise and accurate data and understand the criticality, consequences, and impact of this on project actions/ decision making.
	Essential
	Selection Process

	17. 
	Excellent organisational skills and ability to manage high levels of pressure due to conflicting priorities and deadlines.
	Essential
	Application & Selection Process

	18. 
	Previous experience of developing an organisational performance management system. 
	Desirable
	Application & Selection Process

	19. 
	Has a high level of commitment, demonstrating a high degree of flexibility in ways of working to meet project objectives.
	Essential
	Selection Process only

	20. 
	Absolute discretion when dealing with confidential or sensitive matters.
	Essential
	Application & Selection Process

	21. 
	Demonstrate an understanding of the importance of equality and diversity to WYFRS as an employer and service provider.
	Essential
	Selection Process

	22. 
	To hold and maintain a current full valid car driving licence.
	Essential
	Application
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