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	Sample Job Description


This is a sample job description document.  It contains some of the duties, responsibilities and qualifications typically associated with this position, but is not intended to serve as a model or advice for specific job description content and format.  Your company should add, modify or delete as needed for your purposes.
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	Sample Job Description Continued



Business Analyst
Sample 1

	Job Title:
	Business Analyst
	FLSA Status:
	

	Department:
	
	Reports To:
	

	Prepared By:
	
	Prepared Date:
	

	Approved By:
	
	Approved Date:
	


Summary 

Analyzes work processes throughout the Finance department, recommends and implements changes which improve process work flow throughout the Finance department and Company XYZ.
Essential Duties and Responsibilities

This list of duties and responsibilities is not all inclusive and may be expanded to include other duties and responsibilities as management may deem necessary from time to time.

1. Documents, streamlines, and standardizes current Finance department workflow processes to provide improvement in quality, service, and productivity.
2. Updates and optimizes the processing procedures for the department as a part of the analysis.

3. Becomes familiar with processing and procedures of the department to be able to execute the processes that a financial analyst follows.  

4. Works in collaboration with key stakeholders to develop transaction and process design standards to maximize the use of technology for processing.
5. Assists in Business Analysis for projects in other departments. 

6. Works as a Project Leader for non-strategic level projects.

7. Pursues continued education/ certification in Business Analysis. 

8. Assists in the development of an education plan for additional future business analysts through research and participation. 

9. Participates in meetings relating to Process Transformation to lend the perspective of an Analyst.
10. Performs other duties as requested.
Qualifications
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. 

Education and/or Experience

Bachelor’s degree required.  Three years of Operations and Information Technology experience required.  Certifications (e.g. Certificate of Competency in Business Analysis, Certified Business Analysis Professional) desired. 
Physical Demands

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. 

While performing the duties of this job, the employee is frequently required to sit; talk or hear; and use hands to handle, or touch objects or controls.  The employee is regularly required to stand and walk.  On occasion the incumbent may be required to stoop, bend or reach above the shoulders.  The employee must occasionally lift up to 25 pounds.  Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception, and ability to adjust focus. 

Work Environment

The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

	Employee Acknowledgment
	
	Date:
	

	The above statements reflect the general details necessary to describe the principle functions of the occupation described and shall not be construed as a detailed description of all the work requirements that may be inherent in the occupation.


Sample 2

	Job Title:
	Business Analyst
	FLSA Status:
	

	Department:
	
	Reports To:
	

	Prepared By:
	
	Prepared Date:
	

	Approved By:
	
	Approved Date:
	


Summary 

This position is responsible for planning and leading business and financial projects.  Identifies and documents business needs and requirements. Designs, tests, and implements new systems and modifies existing systems to meet business needs.  Responsibilities also include research, selection, and compilation of data.  Job duties include working in one or more areas of financial, business or budget analysis under the direction of management.
Essential Duties and Responsibilities

This list of duties and responsibilities is not all inclusive and may be expanded to include other duties and responsibilities as management may deem necessary from time to time.

11. Manages and leads a variety of systems and technology projects.  Works with end-users to determine business requirements and ensure that information systems support business needs.  Recommends new systems and enhancements.
12. Coordinates requirements gathering with users (internal, external) to define and develop new business applications and updates to existing applications. Documents requirements and process flow for use by development team. Develops rollout and training materials.
13. Identifies/plans project schedule including project milestones/phases. Leads the formation of Project Team, including Executive Sponsor, Steering Committee and Work Group. Monitors project progress by tracking activity, resolving problems, publishing progress reports.
14. Coordinates maintenance and support of existing applications including direct end user support, testing and verification of bugs, managing bug fixes, updating training materials, retraining, identifying and defining enhancements end user customer demonstrations and end user customer training.
15. Develops applications slate. Works with Senior Management to prioritize; this includes identification of interrelationships between applications and databases.
16. As part of overall process improvement, works with user groups to develop end to end process maps, define application requirements, new work standard procedures to support new process which can increase productivity.
17. Maintains company website including identifying updates, developing content for updates and managing implementation of updates.
18. Ensures compliance with internal control policies and procedures.
19. Performs other duties and responsibilities as requested or required.
Qualifications
· Excellent knowledge of information systems

· Familiarity with financial information analysis using spreadsheets, databases, and other financial reporting software

· Outstanding planning and organizational skills; ability to meet tight deadlines

· Strong analytical thinking and quantitative analysis

· Excellent written and verbal communication skills

· Ability to work independently, multi-task, and prioritize

· Flexible, adaptable, detail-oriented and self-motivated

· Proficient in Microsoft Word, Excel, Outlook, and PowerPoint

Education and/or Experience

· Bachelor’s degree in Computer Science, Accounting, or Finance or equivalent required
· Master’s degree preferred
· Minimum of eight years of previous business analysis and/or related information technology experience

· Previous supervisory experience preferred
Certifications & Licenses

· Project Management Certification preferred but not required
 Physical Demands

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. 

While performing the duties of this job, the employee is frequently required to sit; talk or hear; and use hands to handle, or touch objects or controls.  The employee is regularly required to stand and walk.  On occasion the incumbent may be required to stoop, bend or reach above the shoulders.  The employee must occasionally lift up to 25 pounds.  Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception, and ability to adjust focus. 

Work Environment

The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

The position is an office-based position.

	Employee Acknowledgment
	
	Date:
	

	The above statements reflect the general details necessary to describe the principle functions of the occupation described and shall not be construed as a detailed description of all the work requirements that may be inherent in the occupation.


This sample document is only an example and is based on the laws in effect at the time it was written. MRA-The Management Association, Inc. does not make any representations or warranties regarding the appropriateness or prudence of using this information for any particular individual or situation. Your company should add, delete, or modify the content of this document as needed to suit your purposes. This material is for your information only and should not be construed as legal advice. In some circumstances it may be advisable to have legal counsel review final documents prior to implementation. 
For further assistance call or visit www.mranet.org, © MRA – The Management Association, Inc. 
Wisconsin: 800.488.4845  Minnesota 888.242.1359  Northern Illinois: 800.679.7001  Iowa & Western Illinois: 888.516.6357
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