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T
itle 

B
u

sin
ess S

ystem
s A

n
alyst 

D
ep

artm
en

t  
C

h
ild

ren
, F

am
ilies an

d
 C

u
ltu

ral S
ervices 

P
o

st R
ef 

Jo
b

 P
u

rp
o

se  

T
o drive business change and im

prove service delivery by developing and im
plem

enting integrated inform
ation 

system
s solutions in line w

ith the corporate am
bition to integrate the C

ouncil’s services for children and fam
ilies.  T

o 
gather and analyse business requirem

ents from
 m

ultiple custom
ers and services, identify the functional and technical 

requirem
ents, present am

bitious solutions and recom
m

endations, and lead the design and developm
ent of the 

C
ouncil’s inform

ation system
s to deliver and support these com

plex business processes, im
provem

ent initiatives and 
legislative changes.  

K
ey R

esp
o

n
sib

ilities 

1. 
Lead on translating com

plex business requirem
ents into 

efficient and effective business process and system
 

developm
ents, ensuring strategic, operational and 

statutory requirem
ents are captured and reflected, 

assessing and validating the operational and technical 
and feasibility of a variety of options and identifying the 
cost/benefits, presenting recom

m
endations to the 

custom
ers, including senior stakeholders (e.g. S

ervice 
D

irectors and G
roup / S

ervice M
anagers) and partner 

agencies. 

2. 
W

orking closely w
ith senior stakeholders to ensure that 

all projects are clearly defined and effectively authorised 
and agreed.  M

anage all phases of a project, including 
product delivery, risk and quality m

anagem
ent to 

corporate standards including m
anagem

ent of all project 
expenditure.  

3. 
D

evelop and m
aintain in depth know

ledge of the 
organisation, service delivery, processes and system

s to 
enable detailed analysis and m

ethodical review
 of 

system
s and processes; assess com

plex situations, 
conduct fit gap and im

pact analysis and deliver 
recom

m
endations for new

 processes and solutions  

K
ey A

cco
u

n
tab

ilities 

1. 
T

akes responsibility for the definition, docum
entation and 

com
pletion of com

plex projects, directing and supporting 
project team

 m
em

bers, and advising clients/users as 
necessary on all phases 

2. 
M

onitors and controls allocated hum
an and m

aterial 
resources and revenue and capital costs against a 
project budget.   

3. 
E

nsures that a change control procedure is in place, and 
actively used to assess effect of changes to the project 
on costs, tim

escales and quality. 

4. 
T

o develop positive and effective w
orking relationships 

w
ith departm

ent senior m
anagem

ent, local authority 
senior m

anagers, schools, governm
ent departm

ents, 
other local authorities and third party softw

are suppliers.  

5. 
G

uides and supports front line staff to adapt w
ays of 

w
orking in a changing environm

ent 

6. 
A

cts as an exam
ple to m

otivate others by striving to 
continually im

prove and persevering in difficult 
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4. 
D

rive the shaping of new
 w

ork initiatives and identifying 
opportunities for service im

provem
ent by eliciting, 

assessing, and prioritising user requirem
ents and 

achieving buy-in from
 all stakeholders.  

5. 
T

o develop system
s, program

m
ing to ensure effective 

data m
apping, ordering and connectivity w

ithin form
 

design to stream
line the process w

here possible, 
including the specification of training and reporting 
requirem

ents as a result of the developm
ent. 

6. 
P

rovide functional specifications and any other design 
docum

entation needed to ensure the successful 
specification of developm

ents and verify that design 
m

eets requirem
ents. 

7. 
T

o keep up to date w
ith technical developm

ents, new
 

features and functionality w
ithin departm

ental inform
ation 

system
s, analysing the benefits to a range of internal and 

external stakeholders, m
aintaining and developing 

know
ledge of all departm

ental system
s. 

8. 
T

o lead on assessing and evaluating the im
plications of 

key legislative changes w
hich w

ill im
pact on 

departm
ental inform

ation system
s, and to take the lead in 

form
ulating strategies for im

plem
entation of associated 

new
 business processes 

9. 
T

o take a lead on change control m
anagem

ent including 
developing and follow

ing the process for change and the 
logging of all changes w

ithin the IT
 service request 

m
anagem

ent system
.  

10. 
T

o m
anage system

s upgrades and m
igrations from

 
legacy system

s, m
apping and docum

enting interfaces 
and overseeing im

plem
entation. 

circum
stances  

7. 
E

xem
plifies a considered and professional approach to 

the m
anagem

ent of risk, show
ing understanding of the 

risk m
anagem

ent system
  

8. 
T

reats all custom
ers and colleagues w

ith 
respect,  consideration and the appropriate level of 
confidentiality  

9. 
M

aintain and develop know
ledge of departm

ental 
inform

ation system
s and their deploym

ent w
ithin the 

organisation. 

10. 
T

akes responsibility for specific assignm
ents related to 

the system
 design and im

plem
entation function often as 

the leader of a team
. 

T
h

e p
o

st h
o

ld
er w

ill p
erfo

rm
 an

y d
u

ty o
r task th

at is ap
p

ro
p

riate fo
r th

e ro
le d

escrib
ed
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 P
erso

n
 S

p
ecificatio

n
 

E
d

u
catio

n
 an

d
 K

n
o

w
led

g
e 

1. 
M

ust be educated to degree level or equivalent 

2. 
E

vidence of continuous professional developm
ent 

3. 
E

xpert know
ledge of large com

plex inform
ation system

s.  

4. 
E

xpert know
ledge of analysing and stream

lining business 
processes. 

5. 
A

n understanding of relational databases such as O
R

A
C

LE
 

and S
Q

L S
erver and of business intelligence system

s such 
as B

usiness O
bjects and S

S
R

S
. 

6. 
A

n understanding of the principles on w
hich netw

orks, 
system

s, IT
 equipm

ent and resources are based. 
E

xam
ples: W

indow
s S

erver, U
N

IX
, O

racle, S
Q

L S
erver, 

A
ctive D

irectory and virtualisation. 

7. 
P

roficient and qualified in standards associated w
ith project 

m
anagem

ent and system
 developm

ent, including 
know

ledge of P
R

IN
C

E
2, A

gile, S
S

A
D

M
, W

aterfall and 
alternative m

ethodologies.   

8. 
K

now
ledge of data protection D

etailed know
ledge of 

relevant legislation affecting children and fam
ilies, together 

w
ith any other issues relating directly to the responsibilities 

of this post, e.g. D
ata P

rotection A
ct, F

reedom
 of 

Inform
ation A

ct, etc. 

  

P
erso

n
al skills an

d
 g

en
eral co

m
p

eten
cies 

9. 
T

he skills to influence staff at all levels of the organisation 
to enable them

 to understand the im
pact of their decisions 

and to persuade others to em
brace change 

10. 
A

ble to develop understanding of long-standing and 
com

plex problem
s and to apply professional know

ledge and 
experience to solve them

. 

11. 
D

eliver presentations in a clear and concise m
anner to 

groups of people. 

12. 
T

akes responsibility for the provision of quality assurance of 
analysis and developm

ent activities w
hich are carried out 

by others. 

13. 
A

ble to proactively w
ork w

ith colleagues in other w
ork areas 

to achieve outcom
es. 

14. 
A

bility to w
ork in a pressurised environm

ent w
hich changes 

rapidly. 

15. 
A

ble to provide clear specialist guidance on com
plex issues 

achieving understanding and achieve cooperation. 

16. 
A

ble to produce clear and concise docum
entation 
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E
xp

erien
ce 

17. 
A

 m
inim

um
 of five years’ experience of developing and 

m
aintaining business system

s 

18. 
E

xperience of business analysis, including translating user 
requirem

ents into system
 processes 

19. 
E

xperience of project m
anagem

ent and m
anaging project 

team
s 

20. 
E

xperience of using relevant program
m

ing language to 
im

prove efficiency and data m
apping w

ithin operational 
system

s.  

R
o

le D
im

en
sio

n
s 

21. T
he post w

ill be responsible for on-going m
aintenance and developm

ent of departm
ental inform

ation system
s 

 
22. A

ccountable for the delivery of departm
ental inform

ation and system
 projects w

ithin tim
e and resource levels by producing and 

review
ing the project plan, day to day m

anagem
ent of associated budgets, up to £200,000 in value, m

anaging resource levels, 
m

aintaining com
m

unications and holding resources internal and external to the team
 to account on their responsibilities. 

 
23. T

he post w
ill require a broad range of expert technical know

ledge across all system
s m

anaged by the team
, and a com

prehensive 
know

ledge and a detailed understanding of the service needs across the departm
ent.  

 
24. T

he post holder w
ill provide high level assessm

ent, decision m
aking and autonom

ous practice across a breadth of com
plex and 

technical activities; w
ith due regard to conflicting service needs and ongoing system

 requirem
ents.  

 
25.  M

aintains an in-depth know
ledge of departm

ental inform
ation system

s and provides expert advice regarding their application. 
 26.  D

ay to day supervision of business system
s assistants and specialist consultants as w

ell as m
anaging project team

s and m
atrix 

m
anagem

ent of staff w
ithin the Inform

ation and S
ystem

s team
 on project w

ork 
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