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Systems and Process Business Analyst 
Reporting to: 		Senior Project and Change Manager	        
Direct Reports: 		Nil
Position Objective:	The Systems and Process Business Analyst will bridge the gap between business needs and technical solutions by engaging with project managers, teams, and subject matter experts to identify, document, and translate business requirements into actionable system enhancements. This role will ensure alignment with strategic objectives by facilitating stakeholder collaboration, documenting workflows, and supporting solution development through testing and rollout. Additionally, the role will contribute to process optimisation and enhance procedural clarity to improve business performance and user experience and provide project support where required.

Job Responsibilities
· Engage with project managers, project teams, and business subject matter experts to identify business requirements and system enhancements.
· Act as the liaison between business needs and IT requirements, ensuring alignment with strategic objective 
· Document current and future state workflows and business processes to inform solution design.
· Develop clear and concise business requirements to define the project scope and to inform the solution development.
· Conduct design and specification play-back sessions to ensure a shared understanding of the project solution.
· Document system specifications and facilitate approvals prior to development.
· Assist in creating test cases and scenarios for the purpose of system testing to ensure solutions meet business needs.
· Support with system testing to verify functionality and usability before deployment. Manage the rollout of system solutions and enhancements
· Support the maintenance of the Compliance Matrix to track obligations imposed by each funding contract against internal processes.
· Identify opportunities for process optimisation to enhance business performance and ensure procedural content is clear, accessible, and practical for end users.
· Provide project support where required including coordinating tasks, tracking progress, managing risks and ensuring successful implementation and adoption.
· Adhere to the Integrated Management System and assist with continuous improvement activities.


Qualifications, Skills and Experience
· Qualifications – Strong performing university graduate (IT, Business, or similar) or related experience
· Skills - High-level analytical, strategic thinking, and problem-solving skills
· Skills - Excellent communication and stakeholder management skills
· Skills - Ability to work well both in teams and independently
· Skills - Willingness to understand complex government contracts and guidelines and track the compliance requirements against business processes
· Skills - Ability to work with stakeholders to define and document system requirements and specifications and understand the broader business impact to support with prioritisation
· Skills - Excellent computer literacy, including strong experience with Microsoft Office suite.
· Experience – Experience in business improvement, business analysis or project management

Desirable Requirements
· Experience – Experience with Customer Relationship Management systems is desirable.
· Experience - Knowledge of the employment and community services industry.

Employment Conditions
· [bookmark: _Hlk164163581]Contract of Employment as per Workskil Australia’s usual terms and conditions. 
· Satisfactory Australian Federal Police Clearance is required. Dependent on the position, Bankruptcy and Disqualified Director Checks, a Working with Children Check (for relevant State of Operation) and any other checks may be required.
· Must maintain a current driver’s licence and ongoing willingness to undertake intrastate/interstate travel as required where a specific position involves travel.
· Comply with Workskil Australia’s Code of Conduct, Integrated Management System and Policies.
· Must not have been terminated from a previous position because of conduct in relation to employment services provided to the Commonwealth.
· Must not have had your access to the IT Systems of the Department of Employment and Workplace Relations terminated.
· Where a program or third party mandates a medical vaccination for service delivery or attendance requirements, this role will be subject to such a vaccination requirement as a condition of employment.
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