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	ASHFORD BOROUGH COUNCIL


JOB DESCRIPTION


	JOB TITLE:
	Business Analyst (12 months fixed term)

	GRADE:
	SCP 32-35

	POST NUMBER:
	7164A

	RESPONSIBLE TO

	Housing Performance & Improvement Manager

	JOB SUMMARY:

	The Housing service at Ashford Borough Council is undergoing a significant period of change and improvement. The Business Analyst will play a pivotal role in supporting change, by identifying, reviewing and recommending changes to services.
To work collaboratively with stakeholders across the housing service to document all “as-is” and “to-be” processes and gather business requirements.  

To analyse existing ways of working, including use of systems, performance data and resident feedback to recommend process changes to improve housing operations and the staff and resident experience.

To support the implementation of change across the housing service. 

	ROLE REQUIREMENTS:
	

	1.
	Work collaboratively with stakeholders across the housing service to gather, document, and analyse business requirements

	2.
	Facilitate requirement gathering activities (e.g. interviews, workshops, mapping, surveys) to understand and document organisational, stakeholder and resident needs

	3.
	Analyse existing processes, systems, data and resident feedback to identify opportunities for improvements, working collaboratively with service, systems development and performance leads 

	4.
	Prepare business requirements, documenting ‘As Is’ and ‘To Be’ processes, using appropriate tools and techniques to deliver process flows, models and maps

	5.
	Recommend process changes, enhancements, or new practices to improve operations, raising any potential risks and identifying where policies, internal controls, data recording, etc are needed, ensuring that solutions align with organisational objectives and meet user needs.

	6.
	Identify, quantify and document benefits resulting from identified improvements and support in monitoring the realisation of these benefits

	7.
	Support the design, development and delivery of training materials and face-to-face learning to support the successful delivery of change across the service

	8.
	Raise awareness of and develop good business analysis practice across the housing service, contributing to training and development as required

	9.
	Undertake any other duties required of the post

	10.
	Equal Opportunities
a)
To promote equality of opportunity in employment and service provision and eliminate unlawful discrimination.

b)
To recognise that people have different abilities to contribute to the Council’s goals and performance and to take necessary action to give everyone a chance to contribute and compete on equal terms.

	11.
	Emergency Planning

a) To participate as required in the Council’s Emergency Planning operations including undertaking training and exercising as directed

b) To participate in the response to an emergency which may involve duties outside your normal job description and at times outside your contracted hours.

c) To participate in the recovery stage following the emergency.

	12.
	Business Continuity
In the event that an incident has occurred which disrupts the Council's ability to deliver its critical functions, to undertake duties within your competencies in other departments and/or at other locations.

	13.
	Data Protection

To ensure that data quality and integrity is maintained, and that data is processed in accordance with Council policy, the Data Protection Act, the Freedom of Information Act, and other legislation.

	14.
	Health and Safety

All employees have responsibilities under The Health and Safety at Work Act 1974. These responsibilities are laid out in the Council’s Health and Safety Policy, available on the Intranet or from Personnel.

	15.
	Safeguarding 

Adhere to the council’s safeguarding policies and procedures and undertake relevant training in order to help protect children and adults at risk of harm within the borough. 

	16.
	Additional Duties

To undertake any additional duties of a similar level of responsibility as may be required from time to time.

	OTHER CONDITIONS:
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PERSON SPECIFICATION
	JOB TITLE:
	Business Analyst (12 months fixed term)

	POST NUMBER:
	7164A

	SERVICE:
	Housing


	
	Essential
	Desirable

	EDUCATION & TRAINING/ QUALIFICATIONS
	· Level 3 qualification in a relevant field or demonstrable equivalent experience 
	· BCS Business Analysis qualification

· LEAN, Six Sigma or Change Management qualification

	EXPERIENCE
	· Experience of working in a local authority housing or housing association environment
· Experience of delivering service improvements in housing operations
· Experience of using process-mapping tools and techniques 

· Experience of identifying and recommending service improvements
	· Experience of large scale transformation programmes


	SKILLS & KNOWLEDGE
	· Excellent knowledge and understanding of social housing operations and the regulatory environment 
· Strong process-mapping, process documenting and process analysis skills 
· Excellent customer service skills with a focus on delivering outcomes for residents
· Ability to work collaboratively with colleagues across the organisation 
· Excellent communication skills both verbal and written

· Ability to deal with changing demands and priorities
· Comfortable with IT and knowledge of how systems can support service improvements


	· Knowledge of Orchard and MRI systems

	OTHER REQUIREMENTS
	
	

	OTHER ESSENTIAL REQUIREMENTS TO CARRY OUT POST: 





	KEY COMPETENCY AREAS

	Our Competency Framework has been developed and reviewed over several years in order to achieve a set of professional and key behaviours that our team display every day within our roles. 

It applies to every member of staff, regardless of their role or service that they work for. It considers best practice but also the level at which our team members work in different areas of their job. So although the competency itself will apply to all levels, how it is evidenced within the individual job role may vary.

The competencies will be used for:

Recruitment and Selection – interview questions will be based on these key behaviours to ensure we are bringing the right people into the organisation.

Performance management including appraisals – to keep checking that we are all displaying the right behaviours that will ensure the success of the council’s aspirations

Training and development – to help our teams and individuals focus on developing key behaviours and characteristics
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| under our three values which are integral to the way we do things around here:

GREMMIVE

TRUSTWORTHY

Positive

Innovative

Professional Behaviour

Continuous Improvement

Open to Change

Accountable

Commercial and
Enterprising

Decision Making and Problem Solving

Communication






