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Job Description


IT Applications Analyst








	Position Title

	IT Applications Analyst

	Service Area

	Customer and Data Insight

	Team

	IT & Digital

	Grade

	Band F

	Reports to

	Technical Delivery Manager

	Responsible For

	

	Financial Accountability

	

	Work Type

	



Brentwood Borough Council is committed to safeguarding and promoting the welfare of children and adults, and expects all employees, contractors, and volunteers to share its commitment to prevent abuse, harm or exploitation. 
 
MAIN PURPOSE

Working as part of a team, the Application Analyst will provide support to customers via the telephone, remotely or face to face, ensuring that customers receive a high level of service at all times, issues are resolved effectively, and customers are kept fully informed of progress.  

The role is to support analyse, enhance, our business applications and run relevant agreed routine jobs, manage integration processes and support a culture of continual service improvement which under pins the Councils transformation agenda. You will work with the IT & Digital team in the implementation of the Digital Strategy, the Councils objectives and the overall operational effectiveness for Brentwood Borough Council from a business process and IT perspective. 

The role requires a good understanding of the various business sections and their software applications but will focus mainly within our Housing Services.

Operating largely within established frameworks and processes, the Analyst will ensure prompt resolution to incident and service request from the Service Desk using agreed timescales and SLA's.  

CORPORATE DUTIES 

1. To work with colleagues to achieve service plan objectives/targets.

2. To participate in Employee Development Scheme/Appraisals and contribute to the identification of your own and team development needs.

3. You must ensure that you comply at all times with the General Data Protection Act, relating to personal information held by the Council. Any employee who mis-uses, accesses or discloses personal data relating to a living individual without checking that it is to be used for an authorised purpose relevant to the Authority, may be prosecuted in a Criminal Court, as well as facing disciplinary action.
4. To fully understand and be aware of the commitment to Section 17 ‘Duty of the Crime and Disorder Act 1998 to prevent crime and disorder’.
5. Undertake all duties within the framework of Equal Opportunities.  Appling and actively promoting the principles of the Organisation’s Equal Opportunities Policy in all areas of employment and service delivery.

6. Any other duties appropriate to the post: These other duties must be equivalent to or below the salary and status of the role and, where appropriate, under the Equality Act 2010, due consideration must be given to any employees with a “protected characteristic”.

7. You must cooperate in all matters relating to Health and Safety and implement all procedures for your job role. The identification of Health and Safety related risks within the working environment must be highlighted to your management.


SERVICE SPECIFIC DUITIES

1. Provide professional IT Application support within the Housing Service and can include other customers/service users across the organisation

2. Respond to customer support requests in a timely fashion, meeting the relevant service levels and targets. Keep customers informed on the progress of their request.

3. Own and manage customer requests through to resolution or delivery or work closely with colleagues to pass requests on for resolution by staff with a different skill set, using existing processes and tools. 

4. Work independently to provide effective problem management, work arounds and fix identification

5. Maintain and execute SQL scripts to manage backend tasks and investigate data issues/queries

6. Troubleshoot application client (user interface), backend database and server related issues and liaise with 3rd line and development teams

7. Manage and take ownership of scheduled batch jobs and report activity to ensure successful executions including back ups and restore of application data and ensuring application data is secure.

8. Maintain accurate documentation and perform knowledge transfer and best practise workshops as required

9. Troubleshoot system integration issues to help resolve end-to-end incidents

10. Comply with IT security and data protection and all relevant IT policies and processes as required.

11. Direct and work with Application Vendors to perform upgrades, apply software patches, troubleshoot  and resolves issues.

12. Plan and conduct thorough testing of applications to ensure functionality, performance, and security
 
13. Maintain and ensure comprehensive documentation is available and up-to-date in support of the Service Desk, ensuring all necessary documentation is passed to the appropriate users

14. Work independently in the field to resolve customer issues tasks when required.

15. Be responsible for ensuring an effective link is maintained between the service user and technical support to reach the desired outcome/resolution

16.  Ensure own skills and knowledge relevant to the role is kept up to date in order to provide specialist advice/support service users as required

17. Undertake such other duties as may be reasonably required within this post to support the operational needs of the service area and Council, including maintaining business continuity and during any civil emergencies.




1. 

PERSON SPECIFICATION
 
	Position Title: 
	IT Application Analyst
	Date Reviewed: 
	October 2024

	Service Area: 
	IT & Digital
	Grade: 
	 Band F



Method of Assessment: 	AF	Application Form 
				T	Testing
				I	Interview	
			 
	 
	 
REQUIREMENTS 
	Essential 
	Desirable 


	Assessed

	1.
	EXPERIENCE 
	 
	 
	

	1.1 
	Professional experience in application support roles
	ü
	
	

	1.2
	Experience of successfully working in a team. Enjoys working as part of a team and with a range of people to achieve shared goals and objectives
	ü
	
	

	1.3
	Sound experience of communicating effectively with a wide range of people, proven ability to resolve conflict
	ü
	
	

	1.4
	Substantial experience of working within an IT Infrastructure and IT Service Desk environment. With knowledge of networking, IT communications and PC hardware
	ü
	
	

	
	
	
	
	

	2.
	KNOWLEDGE
	
	
	

	2.1 
	Good knowledge of Office 365, Microsoft operating systems and MS Office products
	ü
	
	

	2.2
	Familiarity with database management systems (e.g., SQL Server, Oracle, MySQL)
	ü
	
	

	2.3
	Housing Business Applications
	
	ü
	

	2.4
	Knowledge of server configurations, networking, and cloud computing
	ü
	
	

	2.5
	Scripting skills for automation and customization tasks
	ü
	
	

	3.
	 SKILLS & ABILITIES or BEHAVIOURS 
	 
	 
	

	3.1
	Ability to quickly adapt and learn new skills.
	ü
	
	

	3.2
	Strong analytical and problem-solving skills
	ü
	
	

	3.3
	Ability to demonstrate and apply exceptional customer care skills.
	ü
	
	

	3.4
	Ability to work under pressure, be flexible and adaptable in approach.
	ü
	
	

	3.5
	Demonstrates creativity, innovation and skill in applying solutions for the benefit of the user.
	ü
	
	

	3.6
	High level of attention to detail with clear written and verbal communication skills and accurate keyboard literacy skills for data entry.
	ü
	
	

	3.7
	Project manage skills
	
	ü
	

	
	Plans ahead and works in a systematic and organised way. Follows directions and procedures. Focuses on customer satisfaction and delivers a quality service or product to the agreed standards.
	ü
	
	

	
	Focuses on results and achieving personal work objectives. Seeks opportunities for self-development and career advancement.
	ü
	
	

	4
	EDUCATION AND TRAINING 
	
	 
	

	4.1
	Good GCSE passes ("C" or above) in at least English Language and Mathematics.

	ü
	
	

	4.2
	Microsoft Office365 qualifications or equivalent experience
	
	ü
	

	4.3
	Degree or Equivalent
	ü
	
	

	4.3
	Willing to undertaken training when required.
	ü
	
	

	5
	OTHER
	
	
	

	5.1
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