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Classification Specification
	

	
	2811100

	
	BUSINESS ANALYST



Class Summary

The responsibilities of this classification include analyzing and evaluating business processes, work procedures, policies and systems within a department to determine the most effective methods of accomplishing work and recommending changes to improve efficiency and effectiveness.  The incumbent may lead teams in accomplishing the work.
Distinguishing Characteristics

This is the journey level within the professional Business Analyst classification series.  Incumbents research and study a variety of operational, procedural, and policy issues with the objective of improving business and management effectiveness.  Work includes leading a team or independently analyzing business requirements to determine program or system needs, developing and recommending solutions to problems, and implementing and evaluating new methods.   
This classification series is distinguished from the IT Business Analyst series in that an IT Business Analyst uses a high level of knowledge of the County’s IT systems to determine how technology can be used to resolve business problems or improve operations.   A Business Analyst may work with IT staff to modify technology systems as part of a process improvement project, but is not required to have a working knowledge of IT systems.  A Business Analyst serves as an internal resource in process improvement principles and application methodology.  
The Senior Business Analyst is distinguished from the Business Analyst by its greater level of independence, broader scope and higher complexity of work, and expert knowledge of process improvement. 

Examples of Duties (May vary by position)

1. Research, study and analyze a variety of operational and management issues to determine deficiencies; identify and recommend solutions, improvement, and alignment with best practices. 
2. Facilitate groups and lead project teams in process improvement activities.  Coach teams on applying process/system analysis methodologies and techniques to issues such as staffing and resource utilization, workload planning and scheduling, work processes and procedures, and organizational structure; develop or revise policies, processes or systems to increase efficiency and cost effectiveness.

3. Support the education and training of multidisciplinary team members, front line staff, and leaders in process improvement principles and techniques such as Lean and Six Sigma to achieve business goals and to identify solutions to problems of significance to department operations.
4. Plan and perform assessment surveys, develop reports and make presentations to diverse audiences.  
5. Identify and develop measurement tools and indicators; collect, analyze and evaluate data to determine inefficiencies or weaknesses; provide recommendations for corrective measures.

6. Develop and implement process improvement tools to ensure systems and practices comply with laws, codes, policies, contracts and agreements.

7. Design performance feedback systems and visual management tools to assess the resolution of business process deficiencies.
8. Prepare reports, flow charts, organizational charts, graphs, and other documents summarizing findings and recommendations; present to stakeholders.

9. Implement or assist in implementing identified solutions; work with vendors and other external resources where required to ensure successful problem resolution.  Coordinate new systems into the work area and train users in new systems and methods.
10. Perform other duties as assigned.

Knowledge/Skills 
Knowledge of analysis, design, and development of a variety of business systems

Knowledge of performance auditing and quality assurance management concepts and tools

Knowledge of process improvement methods and techniques such as Lean and Six Sigma
Knowledge of project management techniques and methodologies 
Knowledge of group dynamics and change management

Knowledge of statistical concepts and theories

Skill in leading process improvement workshops

Skill as a team leader, trainer and facilitator 
Skill in conducting research and analyzing policies, rules, specialized or technical work processes and systems 
Skill in analyzing information, resolving complex analytical challenges, and making recommendations based on analysis

Skill in utilizing auditing and quality assurance, diagnostic, and evaluation tools 

Skill in analytical thinking and collaborative problem solving 

Skill in planning, organizational techniques, and project management 
Skill in communication, including preparing clear, concise reports and making presentations to diverse audiences

Skill in working with a variety of individuals from diverse backgrounds and maintaining collaborative relationships
Skill in customer service 
Skill in using current office software programs including word processing, spreadsheet, database, presentation, and email 
Education and Experience Requirements

A Bachelor’s degree in business or public administration or related field and 
a minimum of two (2) years related business process analysis and improvement experience, which includes facilitation/leadership experience 

OR Any combination of experience/education/training that provides the required knowledge, skills, and abilities to perform the work.
Licensing, Certification and Other Requirements

Some licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required. 
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