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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



Project Management Business Analyst
	Job Title:
	Project Management Business Analyst 
	FLSA Status:
	

	Department:
	Project Management
	Reports To:
	

	Prepared By:
	
	Prepared Date:
	

	Approved By:
	
	Approved Date:
	


Position Summary
Act as the primary resource in the requirements phase of a company wide project; be the business representative in the design and development phases of the project; develop and implement solid test plans and test cases/scenarios to accurately test all aspects of the system; ensure final deliverables of a project meet all of the business needs; and maintain detailed and accurate documentation according to project standards.
Job Responsibilities
1. Gather and analyze project requirements using various methods such as analytical, interviewing, and data gathering techniques; understanding of current systems and analysis of business operations; and business-modeling methods.  

2. Develop and implement test plans / scenarios to ensure successful project delivery.  

3. Provide support to various business and technology teams as necessary during design, development and delivery to ensure solid, scalable, robust solutions.  

4. Help identify, assess and mitigate risks associated with each solution/design accurately.      

5. Prepare communication plans and reports for key stakeholders.  

6. Based on business user requirements, prepare Request for Proposals (RFP) for 3rd party vendors and consultants and evaluate potential solutions based on identified criteria.  

7. Coach, mentor, and train staff on business analysis and project management methodology.  

8. Assist in creating and developing policies and procedures for business analysis and project management.
9. Assist with developing the department’s long term strategic goals and budget planning.      

10. Performs other duties as requested by the department manager.
Knowledge and Skill
Bachelor’s degree in Business Management or related discipline.  Master’s degree preferred.  Minimum of 5 years of related work experience.  Certified Business Analyst Professional (CBAP) certification desired.  Thorough working knowledge of the Systems Development Life Cycle models / methodologies, IT systems and processes.
Physical Demands
While performing the duties of this job, the colleague is frequently required to sit, stand, walk, talk or hear; uses hands to finger, handle, or touch objects or controls.  On occasion, the colleague may be required to stoop, bend or reach above the shoulders.  The colleague may occasionally lift, push, or pull 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 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. 
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