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Job Description

	Job title:
	Business Process Analyst

	Department/School:
	Finance

	Grade:
	7

	Location:
	University of Bath premises



	Job purpose

	
The post-holder will be a part of the Finance and Procurement Business Process team and will proactively develop new, and enhance existing, finance systems functionality, processes and procedures.

To work on all phases in the development of financial business processes and systems 

To work closely with technical teams, key business owners, other stakeholders and external consultants to ensure that the solutions they develop are both effective and efficient.

The remit of the post-holder will include:
· Developing new and reviewing existing business processes
· The design and configuration of our finance systems functionality
· Lead system and user acceptance testing (UAT) with key stakeholders, our Digital Data & Technology (DDAT) colleagues, other members of the Business Process Team and the wider user community.
· Demonstrating new/changes to processes and system functionality across the University
· Coordinating the production of training materials
· Training end users 

Within the key finance systems, the post holder will also provide second line support for existing functionality and processes. This will involve interacting on a regular basis with users throughout the University and where necessary working with software suppliers and external experts to ensure a speedy and effective resolution to users’ problems.




	Source and nature of management provided 

	
Process Change Manager




	Staff management responsibility

	
N/A




	Special conditions 

	
May require occasional weekend or out of hours work for system upgrades and implementations.




	Main duties and responsibilities 

	1
	Identify areas requiring development or enhancement by analysing internal requests, liaising with a cross departmental team of users, responding to external demands and in accordance with agreed strategic aims

	2
	Define requirements for improving processes and systems to enhance quality or reduce costs. Identify new and alternative approaches to performing business activities

	3
	Methodically investigate, analyse, review and document business functions and processes with key business owners.

	4
	Investigate options and design appropriate solutions, including the building and configuration of systems and functionality. Implement developments working closely with end users, key stakeholders, external consultants and members of DDAT 

	5
	Communicate effectively and act as a key liaison with users, team members and colleagues across the University. Be able to manage users’ expectations, clearly explaining what is realistically possible or not.

	6
	Work with stakeholders and DDAT to produce accurate estimates and project plans.

	7
	Follow appropriate systems/process development lifecycle techniques, including analysis, development and configuration, testing, implementation, end user training and review

	8
	Plan and lead on the testing of new processes and system configurations prior to release into the live database. This will include writing test scripts and leading both system and user acceptance testing.

	9
	Production of user training material and definition of scope and content of DDAT IT training courses in respect of finance systems.

	10
	Present new processes and system solutions to the wider university community e.g. dedicated demonstration sessions, creation of videos, showcasing solutions at meetings and formal training sessions

	11
	Understand the reasons for and impact of changes upon customers. Be an advocate, actively promoting and implementing ‘the new way’. Assist customers through the transition of change so contributing to the success of the project.

	12
	Take responsibility for the project management, communication management, documentation, end user training and satisfactory completion of small to medium scale projects. Projects will be allocated by the Process Change Manager.

	13
	Take responsibility for aspects of smaller sub-components or areas of larger systems.

	14
	Be responsible for making timely decisions within the limits of your authority. Adopt a rational approach to problem solving breaking it down into its components and treat each appropriately

	15
	Act as Communications Manager for large scale projects to ensure that communications strategies are implemented correctly.

	16
	Work with other members of the Finance & Procurement Department and the existing group of Faculty and Department Finance Administrators to identify examples of good practice and embed these into systems. 
Work with Faculty and Department Finance Administrators in managing systems and process change.

	17
	Provide support and training as required as second line support to users in support of finance systems. Utilise the University’s incident management system to manage queries and faults.  Liaise with software companies to resolve faults.

	18
	Explain complex financial process information to non-financial experts in a clear and accurate manner e.g. system developers and users

	19
	Use all available reporting tools including Power BI, Business Objects, SQL programming language and custom tools, within the systems, to create reports and other ad-hoc analysis.

	20
	Keep abreast of advances in our systems and relevant developments in Higher Education through research and attendance of software company user groups and conferences.

	
You will from time to time be required to undertake other duties of a similar nature as reasonably required by your line manager. You are required to always follow all University policies and procedures and take account of university guidance. 
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Person Specification

	Criteria
	Essential
	Desirable

	Qualifications
	
	

	Educated to degree level (or Equivalent)
	
	

	AAT (Intermediate) or equivalent experience
	
	

	Professional project management qualification (e.g. Agile, PRINCE2 foundation or equivalent) or demonstrable equivalent experience in leading or managing projects
	
	

	Experience/Knowledge
	
	

	Previous experience of business process analysis and efficiency identification
	
	

	Experience of large business information systems development and maintenance, especially working with 3rd party applications 
	
	

	Experience of designing, developing, and implementing systems and business processes.
	
	

	Significant experience of project work, including working in teams and on multiple tasks simultaneously
	
	

	Good working knowledge of accounting principles and processes
	
	

	Practical experience of change management
	
	

	Knowledge of Unit 4 ERP (Agresso Business World) and Tribal SITS student record system
	
	

	Proven experience of end user training
	
	

	Significant experience of second tier IT support and the processes associated with it
	
	

	Knowledge of the political context of HE and future changes
	
	

	Skills
	
	

	Proven project planning skills
	
	

	Proven analytical, problem solving and troubleshooting skills
	
	

	Ability to design, analyse and revise processes to deliver services in the most efficient way and to meet changing requirements, balancing the needs of individual departments with efficiency benefits of standardisation and aggregation.
	


	

	Ability to learn / adapt to new technologies
	
	

	Basic SQL knowledge
	
	

	Proven Business Objects report writing skills
	
	

	Excellent organisational skills
	
	

	Excellent interpersonal, written, and oral communication skills, including the ability to explain complex information in a clear and accurate manner, with the ability to adapt to suit the audience.
	


	

	Confident and able to engage with staff at all levels and of differing technical abilities
	

	

	Ability to motivate and develop individuals and a team through change
	
	

	Ability to work within a changing business and technical environment
	
	

	Attributes
	
	

	Ability to work within a close-knit team while still being able to work autonomously
	
	

	Tenacious - will follow tasks through to completion
	
	

	Flexible, adaptable and an ability to cope with a busy workload
	
	

	Self-motivated and proactive with a positive attitude
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