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	Job Description


	Job Title: 
	Business Systems Analyst (Temporary)


	Reporting to:
	Systems Manager

	Responsible for:
	· Support of IT Business Systems

· Business Analysis Services
· Business Change Services


	Salary band:
	£35,000 - £40,000

	Date and Status:
	July 2018 - Final

	Muir Group Values in Action

	· We Are Caring – Demonstrate a true commitment to putting our customers (whether internal or external) first. Deliver a consistently high-quality service that meets the needs of our customers

· We Are Responsive - Doing what you say you’ll do; being accountable for your own performance and delivering against agreed objectives

· We Are Passionate - Get it right first time – taking pride in what you do and always striving to do better.

· We Are Inclusive - Work respectfully and co-operatively with colleagues, external partners and stakeholders and across geographic and organisational boundaries.  See and embrace the possibilities in sharing information and knowledge.  Positively be part of the Muir Group community and actively work to eliminate silo working

· We Are Dynamic - Entrepreneurial spirit – have a positive attitude to change and the ability to identify opportunities to improve performance and opportunities. Take calculated risks.  Think outside the box.  Challenge the status quo Look at things differently. Achieve Value for Money

· We Are Honest - Support the vision and values of Muir Group.  Work with consistency and integrity.  Encourage and support others to realise their potential.  Address poor performance or inappropriate behaviour rather than avoiding it.

	Job Purpose

	· As a key member of the ICT Team and Resources Department, play a major role in ensuring that the ICT assets and resources deliver the expected efficiencies and benefits from Muir Group’s investment in ICT
· Assist the Systems Manager & Assistant Director of ICT to develop and support all IT business systems in-line with the ICT strategy and Muir Corporate Business Plan
· Provide first & second line IT business systems support to staff and customers to meet performance targets as expressed in the ICT Service Level Agreement
· Providing business systems analysis services to Muir Group customers and stakeholders, as directed by the Systems Manager
· Provide business process change advice and guidance to Muir Group customers and stakeholders, as directed by the Systems Manager 
· Providing appropriate IT business analysis services to Muir Property Solutions as directed by the Systems Manager


	
	Main Duties and Responsibilities

	
	Support of IT Business Systems

	(1) 
	Provide first and second line support of Muir Group’s IT business systems to customers and contractors, in-line with SLA objectives and ICT procedures

	(2) 
	Manage the timely investigation and progress to resolution of any system alerts and alarms related to Muir Group’s IT business systems to minimise service interruptions to Muir Group customers

	(3) 
	Provide pro-active supervision and management of ICT contractors, in-line with ICT procedures

	(4) 
	Provide effective communications to customers and contractors of any ICT incidents related to Muir Group’s IT business systems impacting customer service

	(5) 
	Alert the Systems Manager to any areas for improvement in IT business systems, services, procedure, security, documentation or training

	(6) 
	Provide excellent customer service to the Association’s staff and contractors, in-line with the ICT Strategy

	
	Business Analysis Services

	(7) 
	Provide business analysis and process design services to Muir Group’s customers and contractors related to all aspects of Muir Group’s IT business systems

	(8) 
	Maintain a thorough understanding of Muir Group’s key business processes to enable effective delivery of development, support and change requirements related to IT business systems

	(9) 
	Provide management and operational reporting design services to Muir Group’s customers and contractors related to all aspects of Muir Group’s IT business systems

	
	Business Change Services

	(10) 
	Provide business process change management services to Muir Group’s customers and contractors related to all aspects of Muir Group’s IT business systems

	(11) 
	Manage the testing, implementation and documentation of changes to Muir Group’s IT business systems and processes as directed by the Systems Manager

	(12) 
	Assist the Systems Manager in the detailed specification of requirements of new or changed IT business systems as part of the procurement process

	(13) 
	Participate in the evaluation and selection process of any new IT business systems, as directed by the Systems Manager

	
	Service Improvement

	(14) 
	Actively participate in service improvement activities with a focus on identifying and addressing continuous improvement opportunities

	(15) 
	Keep up-to-date with new developments in ICT to ensure the Association maximises its benefit from the use of IT systems

	(16) 
	Pursue opportunities for personal development and qualifications to ensure the ICT Team are able to continuously increase their overall level of technical ability and customer support

	
	Quality Assurance

	(17) 
	Ensure that all work is in line with Muir Group ICT policies and procedures

	(18) 
	Ensure that all work is appropriately documented to ensure other members of the ICT Team can reference and support any materials produced

	(19) 
	Critically self-evaluate any outputs to deliver a right first-time service

	
	This job description sets out the main duties of the post at the date when it was completed. Such duties may vary from time to time without changing the general character of the post or the level of responsibility entailed.


	[image: image2.jpg]



	Person Specification



	Job Title: 
	Business Systems Analyst

(Temporary)



	Date and Status:
	July 2018 - Final

	Education & qualifications

	· IT Degree or equivalent, higher degree or equivalent also desirable
· Project Management qualification (PRINCE2 preferred)

· ITIL Service Desk qualification
· Obtained or working towards business analysis qualification, ISEB preferred


	Experience, knowledge, understanding

	· Experience of supporting and developing complex IT business systems is essential
· Substantial experience of business systems within a Housing Sector or similar environment is essential
· Experience of working in a transformational change programme environment is desirable 
· Experience of participating in complex business change projects is essential
· Experience of business process re-engineering is essential
· Experience of business systems analysis methodology and practice is essential
· Experience of systems integration methodologies is essential

· Knowledge of IT security and data protection legislation is desirable
· Experience of working with mobile technology is desirable
· Experience of working with MS Office suite and ideally MS Office 365 products essential

· Understanding of Housing Association working environment is desirable

· Understanding of value for money and continuous improvement

	Competencies -  Skills, abilities, behaviours & work-related qualities

	Technical & professional skills
	· Ability to work in a complex business systems landscape is essential
· Ability to manage customer relationships is essential

· Ability to specify detailed work-package requirements is essential
· Ability to use MS Office products (Word/Excel/Outlook/Powerpoint/Project/Visio), to an advanced level is essential
· Knowledge of housing management systems and asset management systems, ideally Cx & Keystone is desirable
· Knowledge of finance systems, ideally SUN is desirable
· Knowledge of Customer Relationship Management Systems, particularly using internet-based portals is desirable
· Knowledge of projects and change control processes is essential (PRINCE2)
· Ability to work in a service-desk environment is erssential (ITIL)

	Customer service & quality focus
	· Demonstrates commitment to high quality customer service in all activities

	Achievement orientation
	· Actively seeks new ways of working
· Shows determination to reach targets and objectives for self and team
· Ability to handle multiple tasks to agreed deadlines

	Thinking skills
	· Numeracy skills 
· Effectively gathers, analyses and utilises information
· Uses problem solving and decision-making skills
· Literacy skills, able to write clear/concise reports

	Communicating
	· Excellent written and verbal communication skills
· Communicates regularly and openly at all levels
· Communicates clearly and with confidence to a wide range of stakeholders
· Ability to build and maintain relationships with a wide range of stakeholders, both internal and external

	Adaptability and resilience
	· Adapts positively to change
· Handles pressures of meeting targets and deadlines positively
· Ability to work independently with minimal supervision

	Personal motivation and commitment
	· Demonstrates drive and determination

· Self-motivated
· Seeks ways to continuously improve and learn


	Equality and Diversity
	· Champions the rights of people to a decent home

· Ensures equality of opportunity for all people as employees or customers


	Other
	· Full UK driving licence and ability to travel with occasional overnight stays

· Commitment to work outside normal office hours on occasional basis
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