EAST SUSSEX COUNTY COUNCI[image: ]L JOB DESCRIPTION
Job Title: Business Analyst
Department: 
Grade: Single Status 10
Responsible to: Senior Business Analyst or Project Manager
Responsible for:
Purpose of the Role:
The Business Analyst role is specifically placed to build close relationships with the business to identify options for improving processes and the use of business systems. Their role is to help identify the needs of the business and work with stakeholders to address them, primarily (but not always) through process re-engineering or the better use of IT systems.
Requiring a wide range of skills, such as business analysis techniques and project management tasks (including the creation of project documentation and delivery of smaller pieces of project work), the role acts as the bridge between the business community and the ICT teams. This role also assists in Integration and Acceptance Testing, supports the development of training materials and guidance documentation, participates in the implementation, and provides post-implementation support.
Key tasks:
1. Maintain an awareness of emerging technologies and best practice within the ICT industry to provide professional information, guidance and advice to County Council managers and County Councillors
2. Contribute to the delivery of programmes of work and the provision of a high-quality ICT service to ensure the achievement of departmental, service and personal performance targets including agreed key performance indicators.
3. Resolve difficult incidents, problems and service issues in an appropriate and timely manner working flexibly, sometimes outside of normal core hours, in response to service demands and in accordance with County Council policies
4. Assist in the, monitoring, review and development of ICT systems, continuity plans, workloads and processes to improve performance and ensure best value for stakeholders and customers, recommending improvements as appropriate.
5. Plan and organise own work having regard to the effective use of resources and safe working practices.
6. Liaise proactively with customers, stakeholders and colleagues and participate in the development of effective working relationships.
7. Represent the County Council at external meetings and events, as appropriate and assist in writing appropriate reports and presentations
8. Maintain paper and ICT based systems and records including computer systems for designated service area; accurately inputting and retrieving data as required and ensuring that it is stored securely and confidentially where appropriate and that entries are kept up to date.
9. Assist with the commissioning and coordination of external agencies and contractors.
10. Assist with mentoring, coaching and training colleagues in order to support learning and development objectives and priorities to meet service delivery standards.
11. Perform such other tasks as may reasonably be required by the line manager or service manager.
[bookmark: _Hlk220052113]Recognising that ESCC is a large organisation with a number of over-arching priorities extending to all areas of our work, you should be aware of these Council priorities and proactively seek appropriate opportunities in your work/service area to contribute, in consultation with your line manager; in particular, but not limited to:
· Energy efficiency – explore ways to reduce the environmental impact and energy consumption of your work.
· Equality, Diversity and Inclusion – contributing to an inclusive and supportive working environment.
· Making the best of our resources - ensuring awareness of the impact of what you do to maximise the use of public monies.
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PERSON SPECIFICATION
Essential education and qualifications
1. RQF Level 2 in Maths and English Language 
Essential key skills, abilities, knowledge, experience, values and behaviours
2. Able to communicate concisely, orally and in writing using plain English to convey clear messages e.g. able to deal with telephone queries, liaise with managers, staff, write basic letters
3. Attention to detail and accuracy
4. Ability to use own initiative, plan and organise a varied workload for self and others, working to short deadlines.
5. Analytical and problem-solving skills
6. Ability to identify service improvements
7. Knowledge of policies and procedures and legislative requirements relevant to service area.
8. Knowledge of Adult Social Care and / or local government.
9. Theoretical knowledge of relevant technical or professional area.
10. Ability to use technology as part of the role: Microsoft 365 including Outlook, Excel, Word, PowerPoint, Microsoft Teams, devices: laptops, corporate iPhones and surface hubs).
11. Knowledge and experience of using service management software
12. Previous experience in similar role.
13. Customer orientated approach to work.
14. A commitment to personal development and training.
15. A commitment to equal opportunities and anti-discriminatory practice.
16. Ability to mentor colleagues
17. Willingness to travel throughout the County
Desirable key skills, abilities, knowledge, experience, values and behaviours
18. Project Management (Prince2) qualification
19. Business Analysis / Business Process Reengineering qualification
20. Knowledge of responsibilities relating to Health and Safety.
21. Demonstrate an appreciation of ICT Service Management best practice
22. Experience of working in the IT Industry
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Health & Safety Functions
This section is to make you aware of any health & safety related functions you may be expected to either perform or to which may be exposed in relation to the post you are applying for. This information will help you if successful in your application identify any health-related condition which may impact on your ability to perform the job role, enabling us to support you in your employment by way of reasonable adjustments or workplace support.
	Function
	Applicable to role 

	Using display screen equipment 
	Yes

	Working with children and/or people with care and support needs
	No

	Moving and handling operations
	No

	Occupational Driving
	No

	Lone Working
	No

	Working at height
	No

	Shift or night work
	No

	Working with hazardous substances
	No

	Using power tools
	No

	Exposure to noise and/or vibration
	No

	Food handling
	No

	Exposure to blood or body fluids
	No
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