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Job Description

	Job title:
	Business Analyst 

	Department/School:
	Department of Planning, Performance and Strategic Change

	Grade:
	7

	Location:
	University of Bath premises



	Job purpose

	
The Business Analyst will be a key member of the Strategic Projects Office team, applying their expert business analysis capabilities within the University’s portfolio of Strategic programmes and projects.   

This role will support, deliver and develop the integrated approach which links strategic objectives with the delivery of those objectives via programmes and projects. 

The Business Analyst will work with and influence senior stakeholders across the University on the scoping, composition and analysis of the portfolio programmes and projects, benefits tracking, options analyses as well as providing relevant portfolio data. This information will support good governance, effective capital allocation and comprehensive risk management (across financial, operational, and reputational parameters). The aim is to deliver solutions through tangible programmes and projects, offer assurance and benefits realisation across time, cost and quality factors.




	Source and nature of management provided 

	
Responsible to the Lead Business Analyst.




	Staff management responsibility

	
N/A




	Special conditions 

	
None




	Main duties and responsibilities 

	Strategic Analysis and Project Shaping

	
	Work alongside the Lead Business Analyst and Deputy Director Portfolio Management to undertake early scoping work and engage in the prioritisation process for new programmes and projects submitted to the SPO.


	
	Lead the analysis of project and programme requirements, working closely with project sponsors/leads and the relevant subject matter experts to translate strategic objectives into tangible project outputs that deliver the desired outcomes and benefits.


	
	Lead on the creation of strategic project business cases, working with project sponsors and the finance team to ensure there is a robust cost-benefit analysis that supports optimisation of the organisation’s return on investment.

	
	Lead business process improvement workshops and make informed process design recommendations to enable realisation of benefits, using industry best practice process design techniques.


	
	Support project and programme managers in the identification and management of risks, issues and interdependencies


	
	Working closely with the Lead BA and SPO finance partner, and using best practice, contribute to the development and implementation of the SPO Framework across programmes and projects, particularly in relation to business analysis tools and templates, including Benefits mapping and tracking.


	
	Translate Business Analysis best practice into ways of working that all stakeholders will be able to engage with. Lead and deliver training to non-technical colleagues to ensure success. 


	Reporting and Analysis

	
	Working with the Lead BA and Deputy Director Portfolio Management, to identify, define, evaluate, plan, track and realise business benefits of programmes and projects.


	
	Identify, analyse and manage project and programme risks. Influence, network effective with senior stakeholders to problem solve on the detail of the projects, driving solutions. 


	
	Lead and manage reviews at appropriate points during portfolios, provide evaluations of progress, methodology and continued relevance.


	
	Translate business requirements into project delivery metrics. Work with the relevant subject matter experts to gather evidence, for example benchmarking information, to provide assurance that benefits claimed by programmes and projects are valid and that they are likely to achieve their aims. 


	Support the work of the SPO

	
	Work effectively within the Strategic Projects Office (SPO) team to ensure all functions of the Office work effectively and efficiently. 


	
	Be responsible for liaising with senior stakeholders and members of the portfolio teams.


	
	Manage stakeholders taking account of their various levels of influence and particular interests.


	
	Identify, address and help resolve differences between individuals and groups across the portfolio.


	
	Identify and monitor portfolio risks (threats and opportunities), planning and implementing responses to them and responding to other issues that affect the portfolio.


	
	Coach colleagues and teams on projects that require complex business analysis, to ensure a consistent approach across the organisation in line with University/industry best practice.
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Person Specification

	Criteria:  Qualifications and Training
	Essential
	Desirable

	UG degree or equivalent experience

	X
	

	Business Analysis Qualification and/or appropriate experience
	
	X




	Criteria: Knowledge and Experience
	Essential
	Desirable

	Operations Management knowledge, application and experience
	X
	

	Knowledge of Business Analysis tools and methods and their application in a large, complex organisation
	X
	

	Knowledge of Project Management Frameworks and methodologies
	
	X

	Risk, opportunity and issues management
	X
	

	Financial Management (including knowledge of budgeting and cost control)
	
	X

	Resource capacity planning
	X
	

	Workshop Facilitation
	X
	

	Change Control and transition management
	X
	

	Assurance/Quality Reviews
	X
	

	Business Cases and benefits management
	X
	

	Experience of working with formal project Governance arrangements
	
	X

	Stakeholder and communications management with working knowledge of change management principles
	X
	

	Working with and producing Dashboard reports
	X
	

	Experience of process mapping
	
	X



	Criteria: Skills, Expertise and Aptitudes
	Essential
	Desirable

	Strategic analysis 
	X
	

	Able to work effectively and positively as part of a team and individually
	X
	

	People engagement – individuals and teams. Including leadership and influencing.
	X
	

	Ability to model structures, data and Processes 
	X
	

	Ability to work across the University (Academic and Professional Services)
	X
	

	Demonstrably outcome focused
	X
	






	Effective Behaviours Framework

The University has identified a set of effective behaviours which we value and have found to be consistent with high performance across the organisation. Part of the selection process for this post will be to assess whether candidates have demonstrably exhibited these behaviours previously. 


	Managing self and personal skills:
Willing and able to assess and apply own skills, abilities, and experience.  Being aware of own behaviour and how it impacts on others.
  

	Delivering excellent service:
Providing the best quality service to all students and staff and to external customers e.g. clients, suppliers. Building genuine and open long-term relationships to drive up service standards.
  

	Finding innovative solutions:
Taking a holistic view and working enthusiastically and with creativity to analyse problems and develop innovative and workable solutions.  Identifying opportunities for innovation.
  

	Embracing change:
Adjusting to unfamiliar situations, demands and changing roles.  Seeing change as an opportunity and being receptive to new ideas.
 

	Using resources:
Making effective use of available resources including people, information, networks, and budgets.  Being aware of the financial and commercial aspects of the University.


	Engaging with the big picture:
Seeing the work that you do in the context of the bigger picture e.g. in the context of what the University/other departments are striving to achieve and taking a long-term view.  Communicating vision clearly and enthusiastically to inspire and motivate others.
  

	Developing self and others:
Showing commitment to own development and supporting and encouraging others to develop their knowledge, skills, and behaviours to enable them to reach their full potential for the wider benefit of the University.
  

	Working with people:
Working co-operatively with others to achieve objectives.  Demonstrating a commitment to diversity and applying a wider range of interpersonal skills. 
  

	Achieving results:
Planning and organising workloads to ensure that deadlines are met within resource constraints.  Consistently meeting objectives and success criteria.
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