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JOB DESCRIPTION 

	Job Title
	Business Systems Analyst  

	Salary Band
	27-32 

	Reporting to
	Smart Data and Analysis Team Leader

	Directorate
	Place 

	Service Area
	Customer Delivery

	Contract 
	Full Time Permanent

	Political Restriction
	No 


	1. Primary Purpose of the Post


	To support the Smart Data and Analysis Team in the delivery of Prepaid Ticketing apportionment  and Concessionary Travel reimbursement to Operators to financial deadlines in compliance with DfT guidance. 

To support the wider Customer Delivery Service Area Team in analysing a variety of business data, systems and processes for efficiency and automation, making best use of resource, with recommendations for continuous improvement. 

To assist with the implementation of projects and development of key business systems to inform decision making, improve the production of management information and deliver efficiency of processes in line with demands of internal and external stakeholders including developing a suite of meaningful and informative transport data reports and analysing reports to support operational and strategic decision making. 



	2. Key Role Specific Responsibilities 
Satisfied Customers

· Putting the customer at the heart of everything we do

· To develop and deliver a suite of meaningful management information reports 
· Support the Smart Data and Analysis Team Leader in the delivery of Prepaid Ticketing apportionment and Concessionary Travel reimbursement to Operators to tight financial deadlines, in compliance with DfT guidance.
· Build strong relationships with relevant internal and external key stakeholders across different business functions within the wider Customer Delivery service area.

· To work to tight deadlines in terms of ticketing apportionment and Concessionary Travel reimbursement, identifying and highlighting any issues/risks to the Customer Delivery Manager or Assistant Director for Customer Delivery. 
· Anticipating and meeting customer needs and expectations
· Enhancing the customer experience
Resources used efficiently and effectively to deliver objectives.
· Time and workload management, managing competing priorities.
· Research and promote best practice, benchmarking. 

· Assist in the review and delivery of audit recommendations and changes to ensure compliance. 

· Awareness of industry and legislative changes to improve system design and service delivery.
· Support the Customer Delivery Service Area team to make the most efficient use our business systems, making recommendations for continuous improvement of our processes, workflows, system templates and reports and the way we hold and process our data.

· Work collaboratively with key partners and stakeholders to capture and translate business requirements, implementing changes to business systems and associated reporting with a focus on digital transformation.  

· To ensure we remain compliant in terms of how we process our data, statutory requirements and governance arrangements.

· Support colleagues to understand and interpret management information and analytical reports to affect meaningful change and put into action any developments made to business processes or systems.
Continuous improvement of services

· To identify areas for development and drive positive change across all of our business systems and functions as a whole. 
· Make recommendations for continuous improvement of processes, workflows, system templates, reports and the way in which we hold and process data.

· Challenging the status quo

· Support digital transformation and drive efficiencies promoting self-serve options and automation

· Development and implementation of key systems to enhance the customer experience
· Lead on self audit of the information we hold/produce to ensure we meet statutory requirements 
ICT to enhance service delivery

· Putting ICT at the heart of our services and activities
· Identifying and making use of ICT to improve performance, customer experience and efficiency
· Work with stakeholder and end users to define new and revised reporting and presentation of data through visual dashboards
· Maintain compliance and performance of key business systems
Innovative products, services and ways of working

· Continual review of business systems held within Customer Delivery to ensure they remain compliant and functionality supports business and customer expectations
Projects delivered on time and budget

· To act as an expert systems user to support the delivery of projects and implementation of new systems

· Ensure consistency of approach  
· Work collaboratively with key stakeholders and partners to help translate operational and business requirements and implement into system design and development
Commercial Awareness

· Demonstrate an understanding of corporate aims and objectives
· Demonstrate commercial awareness to review and improve performance


	

	3. General Corporate Responsibilities


	· Commitment to the organisations vision, values and behaviours
· Confidentiality in working in a sensitive and financial data environment
· Equality and valuing diversity

· Commitment to learning and self-development

	4. General Managerial Responsibilities


	· Allocation and monitoring of work tasks associated with Prepaid Ticketing apportionment and Concessionary Travel reimbursement

· Training of relevant team members on new processes and procedures

It must be understood that every employee has a responsibility to ensure that their work complies with all statutory requirements and with Standing Orders and Financial Regulations of the Combined Authority, and to ensure that all work functions are undertaken in accordance with health and safety legislation, codes of practice, and the Combined Authority’s safety plan.

This job description is not intended to be prescriptive or exhaustive; it is issued as a framework to outline the main areas of responsibility at the time of writing.



PERSON SPECIFICATION

	Service Area: 

	Customer Delivery

	Job Title: 

	Business Systems Analyst

	Grade: 

	SCP 27-32 


Note to Applicants.  Essential criteria are marked with *.  All other criteria are desirable.
	
	CRITERIA
	METHODS OF ASSESSMENT

	Qualifications and Training
	Educated to a A level standard/equivalent relevant work based qualification *
Desirable qualification in business improvements/financial service sector award. 
	A

	Experience & Knowledge
	2 years previous experience in a business systems analysis role or similar*
Experience of using a range of business systems with a focus on data processing, management information and data analysis*  

Experience in managing compliance and working with financial data / budget management*
	A, I

	Skills/Abilities
	· Strong numerical skills*
· Good attention to detail *
· Strong ICT skills including proficiency with Microsoft Office*, Power BI being desirable
· Analytical skills* 

· Excellent communication and presentation skills* 

· Ability to manage competing priorities*
· Ability to manage own workload, deliver to tight deadlines and make dynamic decisions*
· Team player * 
	A,T, I

	Commitment
	· Understanding of, and personal commitment to, the vision and aims of the LCRCA
· Commitment to ongoing personal development

· Provision of high quality, fit for purpose management information
	A,I

	Other
	
	


Key to Assessment Methods:
I – Interview, P – Presentation, A – Application, E – Exercise, T – Test, AC – Assessment 
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