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Business Analyst

JOB SUMMARY

Operates as a spokesperson for the client’s business departments as they interact with the other groups to determine appropriate solutions to business problems.  Provides analysis, definition and direction to business activities.  Ensures correct business functionality, requirements, and industry standards are addressed in any project.

JOB TYPE:
Position could be appropriate for a paid  internship or full-time opportunity.
POSSIBLE FUNCTIONS:

1. Consults with business staff to develop understanding of the varied and complex business needs for a project.  Responsible for determining how changing business needs will affect the project.  
2. Responds to questions and influences the client regarding current and potential system inputs, processes, and outputs.  Conducts research and analysis into the nature, effect and results of system problems.  Develops detailed business user requirements, system documentation, workflow procedures, and data modeling.  Negotiates plans, time frames and trade-offs while ensuring client understands the final results of the project

3. Ensures current and accurate system documentation, coordinates and or performs testing of system modifications, and develops, provides, or coordinates system training, educational tools and materials.  May be involved with the Project Manager regarding planning/scheduling and sources allocation.

4. Creates reports from existing client databases to satisfy user requests, data sampling, project analysis, or testing verification.

5. Monitors and audits the use and performance of the information systems; executes system quality control practices and procedures.

6. Acts as a liaison with between groups and individuals on the project.

SUGGESTED EDUCATION, EXPERIENCE, AND SKILLS:
1. Education: Two or four year degree in business administration or equivalent

2.
Skills: High level of computer literacy with spreadsheets, word processing and database software and/or business systems (Word, Access, Excel, PowerPoint, MS Project, VISIO, VB, other graphic software).  Ability to understand concepts governing relational database structures, use reporting/query tools, and construct SQL statements.  Strong communication and organizational skills.
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