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Job description and Person Specification

Business Analyst – Social Care and Education Systems


	Department 
	Digital Services

	Service 
	Social Care & Education Systems

	Grade
	I

	Reports to
	Application Lead

	Responsible for 
	n/a

	Job reference
	11477



	Job Purpose 

	
Lead end-to-end business analysis activity: understanding user needs, mapping processes, defining requirements and translating them into clear, actionable specifications.

To ensure that social care and/or education systems are fit for purpose from a statutory and operational business perspective by leading commissioning, testing and implementation of enhancements and new functionality.


	Context 

	
The Social Care and Education Systems team is responsible for the delivery and development of System C and the Access Group products – LAS, LCS, EHM, ContrOCC, E-brokerage, CM and Synergy - to meet NCC’s business requirements.

System C products - social care case management systems x 5, portals x 4 and mobile applications - are used by over 3,000 staff at NCC and in partner agencies, with portals being used by care providers, service users and foster carers.

The Access Group products are education systems used by 1,000 NCC staff, portals used by 400+ Norfolk schools, and over 50,000 parents/carers for admissions and free school meals. In addition, NCC’s in-house adult reablement service, use the CM product for rostering,




	Accountabilities 

	To act as an expert system user, providing specialist advice to departmental and team colleagues on current and future system capability.


	Lead end-to-end business analysis activity: understanding user needs, mapping processes, defining requirements and translating them into clear, actionable specifications.


	To design, specify, commission and test new system functionality (including forms and outputs for case management systems and portals) for implementation to meet ongoing business requirements.


	To design, develop and implement solutions to current operational issues in business processes – facilitating discussion and agreement between managers and system users to do so.


	To liaise with Information and Intelligence colleagues to ensure reporting requirements from systems are co-ordinated and opportunities fully maximised.


	To identify and recommend developments in existing and potential functionality to meet departmental objectives – this includes evaluating new functionality and making recommendations to meet business requirements.


	To be responsible for ensuring that departmental business systems comply with legislative and operational information security requirements (including the Data Protection Act)


	To deputise for the Application Lead where appropriate and when requested, at departmental and corporate meetings.

	




	Person Specification


	Qualifications:

	Essential
	Desirable

	Degree level/ equivalent professional qualification or equivalent experience 

	

	Knowledge/Experience:

	Essential 
	Desirable 

	Demonstrable experience working in a local government or health environment

Demonstrable experience of working with business systems in a busy working environment

Demonstrable experience of business process re-design and advising businesses on operational efficiency

	Previous experience of liaising with ICT suppliers



	Skills:

	Essential
	Desirable

	Excellent analytical skills and attention to detail

Excellent problem-solving skills

Good communication skills – both oral & written 

Ability to work with managers and system users to resolve issues confidently and efficiently

Awareness of and interest in new and developing technologies

Working knowledge of social care business processes and procedures 

Daily use of Microsoft 
Windows/Office products


	Working knowledge of local authority performance management

Be a current social care and/or education system user 





	The Council’s values 
· Accountable – We are honest and accountable.
· Inclusive – We champion inclusivity and equity.
· Ambitious - We want a better future for Norfolk.
· Trusted – We build and maintain trust.



	Other Job Information

	
The post holder will be expected to work outside core hours where the role requires. 

The post holder will be expected to regularly travel across Norfolk to meet managers/system users as and when required, and to arrange their own transport to do so.





	General Information
· The job description details the main outcomes of the job and will be updated if these outcomes change.

· All work performed/duties undertaken must be carried out in accordance with relevant County Council and Departmental policies and procedures, within legislation, and with regards to the needs of our customers and the diverse community we serve. 

· Job holders will be expected to understand what is meant by safeguarding vulnerable groups (children, young people and adults) and how to raise concerns.

· Job holders will be expected to be flexible in their duties and carry out any other duties commensurate with the grade and falling within the general scope of the job, as requested by management.
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