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JOB DESCRIPTION

JOB SPECIFICATION

	JOB TITLE:

	Business Systems Analyst (12 month FTC)


	SERVICE GROUP:

	Customer Experience, Digital Transformation & IDS


	SECTION:

GRADE:
	Information & Digital Services (IDS)

8


	RESPONSIBLE TO:

	Business Systems & Projects Team Leader

	


[bookmark: OLE_LINK1]MAIN PURPOSE OF JOB:

1. To be responsible for the main interface between the internal customer and Information & Digital Services (IDS) providing guidance and assistance to end users of information systems.

2. To liaise and seek solutions with system suppliers on behalf of internal customers.

3. To provide detailed advice and guidance to clients on a full range of Information Technology issues, including new system procurement, problem solving and obtaining maximum benefits from Information Systems.

4. To deliver effective solutions which provide tangible business benefits often within short timescales.

5. Proactively promote the service elements of the IDS section. 

6. Assist the IDS Management Team in the production of KPIs and local KPIs. 
  
	MAIN DUTIES:


  Business Requirements & System Analysis
· Requirements Elicitation: Collaborate with business stakeholders across departments (e.g., Operations, Planning, Customer Services, Finance, Revenue & Benefits, Project Management Board, Housing, Legal, HR and Geographical Information Systems (GIS) teams) to capture, analyse and document complex business requirements for data-driven and geospatial solutions.

· Process Modelling: Analyse and document current-state business processes and systems, identifying opportunities for improvement through the application of Business Intelligence (BI) and GIS technologies.

· Functional Specification: Translate high-level business requirements into detailed functional and non-functional specifications, user stories, and acceptance criteria for both data warehousing/BI platforms and geospatial applications.

· Solution Design: Design and recommend system and data solutions, including data models, data flow diagrams, and system architecture, ensuring alignment with business objectives and IT strategy.

Data & Business Intelligence (Power BI Focus)
· Data Modelling & Transformation: Design and develop robust and efficient data models specifically for analytical reporting within Power BI, utilising Power Query and Data Analysis Expressions (DAX) to clean, transform, and integrate data from various sources (including GIS data).

· Dashboard Development: Design, build, and maintain interactive and compelling Power BI dashboards and reports to visualize key performance indicators (KPIs), trends and spatial insights for executive and operational audiences.

· Data Analysis: Conduct deep-dive data analysis using SQL, Excel, and Power BI features to uncover hidden patterns, correlations, and insights that drive strategic business decisions.

· BI Governance: Recommend new and maintain established Power BI best practices, data governance, and security protocols for reports and datasets to ensure data accuracy, integrity, and compliance.

[bookmark: _Hlk221806949]Geospatial Systems & Data (GIS Focus)
· GIS Integration: Act as the subject matter expert (SME) for integrating geospatial data and functionalities from GIS products (e.g., ArcGIS, QGIS, or similar) into the overall business intelligence and reporting ecosystem.

· Geospatial Analysis: Support or perform geospatial data analysis, including spatial queries, proximity analysis, routing, and geo-enrichment, to provide location-based insights that address specific business problems (e.g., site selection, service coverage, asset management).

· GIS Requirements: Gather and document specific requirements for GIS system enhancements, data quality improvements, and the integration of new geospatial data layers or services.

· Geospatial Visualisation: Ensure that geographic data is effectively visualised in Power BI (using integrated map visuals, custom visuals, or by integrating web mapping services) to communicate location-specific insights clearly.

Project Support & Training
· Testing & QA: Develop and execute test plans, coordinate User Acceptance Testing (UAT) for all data, BI, and GIS system changes, ensuring solutions meet defined requirements and quality standards.

· System Implementation: Coordinate with IT/Development teams on the deployment and configuration of new systems or features, particularly for data pipelines, data warehouses, and BI/GIS tools.

· User Support & Training: Create comprehensive documentation (e.g. system manuals, training guides) and provide training and ongoing support to end-users on Business Systems, Power BI reporting, data interpretation, and system functionality.

· Issue Resolution: Troubleshoot and resolve system and data issues related to reporting performance, data quality, and BI/GIS application functionality.

NOTE

This list of duties is not exclusive or exhaustive, and the post holder may be requested to perform other duties commensurate with their grade and capabilities. The post holder will be expected to support Council systems in alignment to business needs and departmental requirements.

This list of duties will be reviewed with the post holder on a regular basis. The post holder will be kept fully aware of emerging changes in requirements and will be expected to be flexible in their approach to work reflecting the Council’s requirement to work in partnership across the organisation.
PERSON SPECIFICATION

	Criteria
	Essential / Desirable
	Assessment
Application
Interview
Test
Documentation

	Qualifications & Training
	· A degree or equivalent qualification in a computer-related subject or business studies.
· ITIL Foundation Certificate in IT Service Management.

	E


D
	A / D


A / D


	Experience
	· Advanced proficiency in developing and maintaining high-impact reports and interactive dashboards using Microsoft Power BI Service and Desktop.
· Command of DAX (Data Analysis Expressions) for complex calculations, time intelligence, and data modelling optimisation.
· Demonstrable experience with Power Query/M language for robust data extraction, transformation, and loading Extract Transform Load (ETL) from various source systems.
· Expert knowledge of SQL (Structured Query Language) for writing complex queries, stored procedures, and performing data profiling against relational databases (e.g., MS SQL Server, PostgreSQL, Oracle). 
· Experience working with cloud data platforms such as Azure Synapse is a strong plus.
· Practical experience and conceptual understanding of GIS systems (e.g., Esri ArcGIS Suite - Pro, Online, Enterprise; QGIS) and geospatial concepts (projections, coordinate systems, topology, geocoding).
· Works with and integrates various geospatial data formats (e.g., shapefiles, GeoJSON, KML) and consume mapping services (WMS, WMTS, Feature Services).

	E




E



E




D





D


D





D

	A / I




A / I



A / I




A / I





A / I


A / I





A / I

	Knowledge
	· Familiarity with scripting languages like Python (Pandas, GeoPandas).
· R for advanced data manipulation, statistical analysis, and automation.
· Advanced knowledge of IT Service Management principles.
· Knowledge of an Enterprise Content Management (ECM) system.
· Knowledge of an E-Forms software package.
· Understanding of a major business function processes and procedures i.e. Planning, Environmental Health, Land Charges, Finance, HR etc.

	E

D

D

D

D

D
	A / I

A / I

A / I

A / I

A / I

A / I


	Competencies
	Customer Focus
· Data Analysis Excellence: Ability to define analytical problems, select appropriate metrics, structure hypotheses, and perform root-cause analysis on complex business issues using both structured and unstructured data.
· Statistical Foundation: Sound understanding of statistical methods and data mining techniques to identify meaningful trends, anomalies, and forecasts. 
· Data Storytelling: Proven track record of translating raw data and complex models (including spatial models) into clear, concise, and compelling narratives and recommendations that inform executive and operational strategy.
· System Thinking: Ability to visualise and document end-to-end data pipelines and system architectures, identifying potential bottlenecks and data quality issues before they impact reporting.

Collaboration
· Liaises effectively with customers, colleagues, Councillors and outside bodies and in writing, by telephone and face to face.
· Deals tactfully with customers and complex issues in a sensitive manner.

Outcome Driven
· Assesses and handles risk effectively.
· Prioritises effectively to meet statutory, organisational and customer driven deadlines.

Organisational Focus
· Works collegiately and corporately with colleagues, is outward looking and willing to work across organisational boundaries to get the right results for customers.
· Uses evidence and best practice to achieve results.

Problem Solving & Decision Making
· Demonstrates initiative and uses good judgment.
· Takes ownership of problems.
· Identifies potential problems, finds solutions and escalates issues appropriately.
· Proactively identifies system weaknesses and improvement opportunities.

Research & Analytical Skills
· Investigates and identifies application failures / imbalances caused by malfunction (using advanced application knowledge).
· Assesses and investigates inconsistencies in information.

Change & Adaptability
· Takes a positive attitude towards and promotes change within the organisation.
· Encourages and supports others to embrace and contribute to change.
· Enables change with minimal impact on service delivery.
· Co-ordinates and runs successful change programmes, manages the support of colleagues and external bodies effectively to ensure minimal disruption while delivering maximum outcome.
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Skills & Abilities
	Communication
· Liaises effectively with customers, colleagues, Councillors and outside bodies in writing, by telephone and face to face.

Management
· Demonstrates excellent time management in a high demand / busy environment.
· Co-ordinates staff to ensure effective performance (project work only).

Team Working
· Builds effective, supportive working relationships.
· Demonstrates a flexible approach to work.
· Contributes positively within a team environment.
· Willing to learn and assist other team members.

Quality of Work
· Produces high quality work with good attention to detail.
· Demonstrates accuracy, and a systematic and thorough approach to work.




IT/Technical Skills. 
· Technical knowledge in business systems, office applications, digital services, and spatial data applications. 
· Highly skilled in information and data security. 
· Learns new technologies and techniques.

Research & Analytical Skills
· Investigates and identifies failures caused by system malfunction and software ‘bugs’ (using advanced application knowledge).
· Assesses and investigates information inconsistencies.
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	Other Requirements
	Ability to attend occasional evenings and to work at weekends (sometimes at short or no notice).

Willingness to attend external user group and other off-site meetings relating to the role.

	E



E

	I



I



COMPLEXITY AND CREATIVITY

The post holder is expected to be skilled in one or more complex technological area and have an understanding of the others. The post holder must understand the business practices and requirements of a wide range of professional areas and be able to translate the needs to IT solutions. The role involves significant complex problem solving in order to obtain the optimum solution to clients' problems, and requires a degree of creativity as there may be limited precedent for solutions.  

JUDGEMENT AND DECISIONS

The post holder is required to make decisions on matters that can affect the work of the Council. The post holder must ensure that the application systems satisfy the clients' requirements and decide how to improve any shortfalls. The post holder makes a positive and proactive contribution in the decision-making process of procurement of new IT systems.


CONTACTS (INTERNAL 70%, EXTERNAL 30%)

Internal: Members, Chief Officers, Service Heads, Unit Managers and Officers at all levels.

External: Software suppliers, Software user groups, Representatives of other local authorities, Central government agencies.
