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JOB DESCRIPTION
POST:


Senior Project and Business Analyst  

POST REF:




SCHOOL/ DEPARTMENT:


Strategic Projects & Change

GRADE:
 

7

REPORTING TO:


Head of Strategic Projects and Change

MANAGEMENT RESPONSIBILITY:   
None  

JOB PURPOSE:

To manage the delivery of high profile, cross-department Strategic Projects with project stakeholders from across the organisation. The postholder will work with project sponsors, system owners, end-users, developers and external organisations to ensure projects are delivered on time, within budget and provide the anticipated benefits into the future. A key part of the role will be to undertake the role of Business Analysis on projects and change programmes, alongside undertaking discrete business process improvement assignments.  
Under the direction of the Head of Strategic Projects and Change, the postholder will lead the implementation of a project management across the organisation, providing project management support, guidance and coaching to those outside of the team. The postholder will act as an ambassador for change across the organisation through introducing new working practices and approaches focused on effectiveness and efficiency.  
DUTIES AND RESPONSIBILITIES:

1. Contribute to the development and delivery of the Strategic Projects programme of work as defined by the University’s Strategic Plans and annual objectives. 
2. In conjunction with the project sponsor, manage the full project lifecycle from concept through to completion, ensuring the appropriate governance arrangements are in place, agreed project management processes are followed: propose and discover; design; create and deliver; launch, close and review, and project documentation is produced and managed in line with the York St John Project Management Framework
3. Identify, monitor, prioritise and manage progress and risks, resolve issues and implement appropriate risk mitigation escalating to other project stakeholders as appropriate via project governance structures
4. Lead and support project team, developers, suppliers and contractors to ensure quality control mechanisms are in place to ensure project outputs fit quality parameters agreed and align to University policies and all other relevant legislation 
5. Track short-term project metrics (for example, customer satisfaction), review the project's medium-term benefits (for example, to support business-case process improvement), define work packages through collaborative requirements breakdown (for example, creating user stories) and conduct retrospectives to capture lessons learnt and report on benefits realisation on project closure 
6. Co-ordinate and lead the activities of the project team, ensuring high levels of communication, motivation, collaboration and performance. This will include provision, oversight, control and management of any external contractors or consultants working on projects
7. Lead tender processes with assistance from the Head of Procurement and Chief Information Officer through co-ordinating system requirements gathering, supplier liaison, user community engagement and service level agreement definition 
8. Lead the implementation and improvement of business process reviews and transforming ways of working through improving or enabling the application of technology following business process workshops, meetings and interviews, including mapping as-is and to-be business processes adopting the relevant principles, e.g. LEAN 

9. Maintain up to date knowledge of project management developments alongside change management and continuous improvement best practice ensuring that work is undertaken in line with advances in these disciplines and the HE sector
10. Ensure that the York St John Project Management Framework is kept up-to-date and relevant enabling others to adopt the approach in other departments on their own projects.
11. Promote uptake of the Project Framework to develop project management practice throughout the University by training, mentoring, coaching and advising staff undertaking project management in their own departments
12. Take a proactive approach to development of professional skills and knowledge are through participation in targeted training, development, and networking activities. Share learnings across the team and the wider University in order to meet the existing and future needs of the University

13. Deputise for the Head of Strategic Projects and Change as appropriate.
plus

· Any other duties as may reasonably be required.

· Ensure that the highest standards of professional performance are maintained

· Promote equal opportunities in all work undertaken as a representation of York St John University 

· Ensure compliance with relevant legislation and statutory codes of practice, as advised

· Participate in the arrangements for performance review
· Ensure that professional skills are regularly updated through participation in training and development activities

· Ensure all University policies are implemented within the remit of this post

HEALTH & SAFETY
Under the Health & Safety at Work Act 1974, whilst at work, members of staff must take reasonable care for their own health and safety and that of any other person who may be affected by their acts or omissions.


PERSON SPECIFICATION



POST TITLE:




Senior Projects & Business Analyst
SCHOOL/ DEPARTMENT:


Strategic Projects & Change 
The Person Specification focuses on the knowledge, skills, experience and qualifications required to undertake the role effectively. 
	REQUIREMENTS

The postholder must be able to demonstrate:
	ESSENTIAL (E)

DESIRABLE (D)

	MEASURED BY:

A     Application form

I      Interview

T/P Test/Presentation

	EDUCATION/TRAINING

(Academic, vocational/professional and other training)

	Education to degree level or other equivalent experience.

A practitioner-level qualification in a relevant discipline, e.g. Project Management (PRINCE2 or similar) Business Analysis. 


Professional membership in relevant project management body (e.g. APM).

	E
D
D

	A
A

A

	KNOWLEDGE & EXPERIENCE

(e.g. report writing, office experience, Microsoft office)

	Experience of project management and supplier management to enable successful delivery of large-scale, complex and demanding projects to agreed outcomes

	E
	A/I

	Experience in preparing project documentation throughout the project lifecycle alongside a track record of managing these products to maximise successful project delivery 
Significant understanding of the principles and practice of Project Management and experience of tailoring these approaches on relevant projects
Experience of fostering collaboration with a range of stakeholders to deliver results against a shared vision
Awareness of current sector wide information policy and developments relevant in the higher education context
Knowledge, understanding or experience of using common Business Analysis and process improvement tools/methodologies and their appropriate selection, e.g. process maps, LEAN, SIPOC, use of the DMAIC approach, process improvement, etc.

	E

E

E
D
E


	T
T
A/I
A/I

A/T


	SKILLS/ATTRIBUTES

(e.g. communication, interpersonal, decision-making, problem-solving, team player, reliable)

	Excellent interpersonal and communication skills with evidence of successful negotiation and advocacy skills. 

Excellent presentation and coaching skills

Strategic thinker with the ability to be innovative, motivational and inspirational to those working alongside you

Ability to lead cross-disciplinary project teams, working collaboratively and effectively as part of teams to set targets and implement innovative solutions
Ability to work independently using considerable initiative and experience of escalating appropriately to stakeholders / colleagues 
Ability to translate plans into action through an organised, analytical and logical approach to problem solving and delivering results.

Ability to manage conflicting priorities, work flexibly and succeed in a high-pressure environment 
Ability to enthuse others to embed continuous improvement in day-to-day working practices

	E


E

E


E

E

E

E

E
	A/I/P


A/I

A/I


A/I

A/I

A/I

A/I

A/I



	BEHAVIOURS
Behaviours will be tested at interview against the Contribution Framework (available on the recruitment web site under Our Culture & Values - Values & Principles) www.yorksj.ac.uk/values-and-principles

	Leading myself and others

Delivering a great service

Taking a professional approach

Working together as a team


	E

E

E

E
	I

I

I

I

	SPECIAL FEATURES

(e.g. Travel, DBS)

	


This is not a comprehensive definition of the post.  Postholders are expected to undertake any work that comes with the remit of the post’s main objective.  This job description will be kept under review and may be changed at any time subject to consultation with the postholder.




















