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Position Description

	Position Title
	Business Analyst

	Directorate
	Corporate and Customer Services

	Level
	Level 7

	Reports to
	Manager Information & Systems

	Primary Location
	Margaret River Civic Administration Centre


										

	Position Overview


The Business Analyst is responsible for the support, development, implementation, administration and continuous improvement of the Shire’s ERP and business systems. The role ensures systems are optimised, data is accurate and reliable, and business processes are efficient and aligned to the Shire’s strategic priorities.

A strong analytical capability is required to complement the ERP focus, enabling the Business Analyst to extract insights from business data, support evidence-based decision-making, and identify opportunities for operational improvement across the organisation.

This position also plays a key role in supporting all Shire business units, ensuring the Shire’s business systems are effectively aligned with organisational needs.

	Position Responsibilities



Business Process and Improvement Support
· Work with stakeholders to understand operational and customer service needs, translating these into functional and technical specifications.
· Construct workflow charts and diagrams and maintain accurate process documentation.
· Identify, analyse and optimise business processes using process mapping tools to support continuous improvement.
· Ensure business improvements align with the Shire’s strategic priorities, values and customer experience principles.
· Provide change management support by documenting current vs future processes, producing training materials, and guiding staff through adoption of new workflows and systems.

Data Analysis and Insights
· Collect, analyse and interpret operational and business system data to identify trends, opportunities and areas for improvement.
· Develop and maintain clear, actionable reports and dashboards using appropriate business intelligence tools.
· Maintain and enhance the quality, integrity, and structure of data across the Shire’s systems, ensuring that information is reliable, secure, and accessible to authorised users.
· Collaborate with system owners and data custodians to implement data governance and improvement initiatives.
· Identify opportunities to optimise data collection and integration processes that improve organisational insight and service delivery.
· Provide data-informed recommendations to support strategic planning, performance monitoring, and continuous improvement.

Business System Transitions	
· Assist with developing specifications and procurement processes for new technology solutions.
· Oversee governance and reporting for system implementation projects, ensuring progress and issues are clearly communicated.
· Coordinate external technical support for system transition and implementation projects.
· Review and maintain data integrity in collaboration with data custodians, facilitating accurate data migration and system integration.

Project Management
· Develop business cases and project implementation plans to support technology and process initiatives.
· Manage project delivery including resource coordination, progress tracking and stakeholder communication.
· Ensure projects are delivered within scope, on time and within budget.

Testing and Quality Assurance
· Collaborate with the Information & Systems team to design and execute test plans.
· Ensure all technology solutions are thoroughly tested and meet defined business requirements prior to deployment.


Training and Support
· Provide training and support to business users to enable effective use of ERP and other business systems.
· Develop user documentation, training materials and quick reference guides to support operational adoption.

Other
· Assist with the administration, management and integration of the Shire’s business applications.
· Produce dynamic reports and visualisations that enhance organisational visibility of key performance indicators.
· Deliver high-quality customer service that reflects the Shire’s values of Respect, Integrity, Community and Excellence.
· Perform other duties as directed by the Manager of Information & Systems.






	Position Requirements



Essential
· Tertiary qualifications in Information Systems, Computer Science, Business Improvement or related discipline, or equivalent relevant experience.
· Demonstrated experience in business process analysis, improvement, and implementation.
· Proven ability to manage or support ERP and ICT-related projects.
· Strong analytical and data management skills, including the ability to extract, interpret and present data to support decision-making.
· Knowledge of project management principles and demonstrated ability to deliver system or process improvement projects.
· Ability to work independently, prioritise competing tasks, and meet deadlines.
· Highly developed written and oral communication skills, with the ability to engage and influence stakeholders.
· Understanding of organisational change principles and effective change management practices.

Position Desirables
· Experience in a local government environment and/or with local government ERP systems.
· Familiarity with process mapping, human-centred design, and continuous improvement methodologies.
· Understanding of cloud services, data governance and REST API integration principles.
· Knowledge of business intelligence and data visualisation tools.
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	The Way We Do Things



  Respect		   Integrity		 Community		  Excellence
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