KATHARINE HOUSE HOSPICE

JOB DESCRIPTION
Business Systems Analyst




Post holder:		New Post

Area of Work:	Information and Communication Technology Services

Responsible to:	Chief Executive and ICT Manager

Mission
We help local adults with complex, progressive illnesses from diagnosis to the end of life through free, high quality, specialist palliative care, advice and guidance, and we support those close to them.


Department Objectives

The Hospice provides all its services free of charge to the patients and their families.  In order to do this Katharine House Hospice needs efficient and effective business processes at the hospice, Business Centre, and retail sites.  

The charity has acquired risk management software through which we intend to review and redesign our business processes such as: managing complaints, accident and incident reporting, management of risk assessments, policy management, and a wide range of other processes.

The ICT function covers Katharine House Hospice and all its subsidiary companies, in particular Katharine House Retail Ltd and Embrace Quality Care.
	
Role within the Department

The Business Systems Analyst has responsibility for improving the organisational processes that underlie the business and enhancing the reporting of information to managers and trustees.

The post-holder will work across the organisation straddle the line between IT systems and the business’s operations. 

Function and Responsibilities
Specific Objectives 
1. Analyse current business systems and processes within the organisation 
2. Identify how these can be improved and computerised
3. Document these systems and processes
4. Convert these systems and processes onto a new cloud-based database (Sentinel) that will simplify the capturing of data, monitoring actions and reporting data.
5. Oversee the migration of business data and organisational reporting from outdated legacy systems (mainly spreadsheets) onto Sentinel software. 
6. Engage with managers and users to understand processes, identify improvements and make recommendations.
7. Oversee and improve regular reporting arrangements. 
8. Develop the business analysis resource.
9. Using data analytics assess processes, determine requirements and deliver data-driven recommendations and reports to Executives and Trustees.

Key Tasks and Responsibilities
1. Oversee the migration of business data and organisational reporting from Excel spreadsheets to Sentinel software 
1.1 Map current business processes
1.2 Work with colleagues to identify ways to improve these business processes
1.3 Design modules within Sentinel
1.4 Train staff in the use of the system
1.5 Roll out new modules via managers
2. Engage with managers and users to understand processes, identify potential improvements and make recommendations
2.1 Liaise with managers and users to identify how data-driven changes to process, products, services, software and hardware can improve efficiencies and add value
2.2 Prioritise opportunities, balancing what’s technologically feasible, and financially and functionally reasonable
2.3 Articulate ideas and where necessary create reports or presentations outlining problems, opportunities, and solutions
2.4 Support special projects and proposals for new initiatives.
3. Oversee and improve regular reporting arrangements 
3.1 Create and develop effective and accurate data sets (including but not limited to within Sentinel)
3.2 Identify and resolve issues with data
3.3 Prioritise and manage requests from colleagues relating to issues around data.  Either action requests or delegate to an appropriate colleague
3.4 Prepare reporting templates
3.5 Oversee regular reporting schedules including for bi-monthly Board of Trustees meetings, quarterly Trustee Committee meetings and Executive Team meetings
3.6 Undertake and delegate reporting actions as appropriate.
4. Develop the business analysis resource
4.1 Develop useful documentation, guidance and handbooks for different processes
4.2 Develop operating procedures in case of unexpected staff absence
4.3 Direct the activities of volunteers (these may report to the postholder and/or other managers).
4.4 With the Learning & Development Officer identify IT training needs to support the reengineering of processes in the organisation and develop training materials
4.5 Advance the use of Sentinel and other software
4.6 Help to prepare and keep under review policies and procedures relating to business analysis.

Other Tasks and Responsibilities

The post holder will be expected to work across the entire organisation, departments include:
· Inpatient care, outpatient care, community support, and family support
· Management, administration, personnel, finance
· The retail office and retail outlets
· Marketing & communications
· Fundraising

Key Competencies and Skills Requirements
See attached.		

General Induction Requirements
	Orientation with all departments
	Introduction to services at Katharine House Hospice
	Health and Safety at Katharine House

Specific Induction Requirements
Orientation session with Chief Executive re the Sentinel project.
Overview of Sentinel software
Understanding current data capture and reporting
Confidentiality

Special conditions
In order to carry out their duties effectively, the post-holder will need access to highly sensitive data.  Integrity and confidentiality are therefore absolutely essential characteristics for the post-holder.

Hours of Work
The post holder will work no less than 25 hours up to 37.5 hours per week (hours to be agreed).  Some flexibility will be required to meet the needs of the department in relation to specific activities.

Working Arrangements
Some hybrid working will be possible on a flexible basis.  The post holder will be based at our Business Centre on Stafford Technology Park with regular travel to and from the Hospice (1 mile away).  There may be a very occasional need to visit some of our retail stores which are in mid and North Staffordshire.

Smoking
The hospice has a no smoking policy. All hospice premises are considered No Smoking Zones.

This job description outlines Katharine House Hospice’s intentions for this post at the time of writing.   We reserve the right during the recruitment process to adapt the role in line with the nature of the applications we receive.  As the organisation changes specific objectives, responsibilities, functions, and tasks within the role may be added, removed, narrowed or widened.   These may happen as part of the performance review process, or as part of wider organisational changes.   Katharine House will discuss all such amendments with the post-holder, and will seek to incorporate the views of the post-holder in any amended Job Description.   Should the post holder be dis-satisfied with any amended job description, then formal action can be taken through the grievance procedures.
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PERSON SPECIFICATION – Business Systems Analyst

	
	Essential
	Desirable

	Qualifications
	
	

	· Good basic education
	
	

	· A recognised, relevant qualification/s in operational management, operations research, IT, systems development
	
	

	Highly IT literate with experience in:
	
	

	· Relational databases
	
	

	· Able to learn and use proprietary software
	
	

	· MS Excel - advanced
	
	

	· MS Powerpoint
	
	

	· MS Access
	
	

	· SQL or Crystal reporting processes
	
	

	Some familiarity with
	
	

	· Risk management software
	
	

	· Google Analytics
	
	

	· Stakeholder analysis
	
	

	· Costs benefit analysis
	
	

	Skills and attributes
	
	

	· Analytical thinking and problem solving skills
	
	

	· Implementing software
	
	

	· Detail-oriented and capable of delivering a high level of accuracy
	
	

	· Automating reporting processes
	
	

	· Strong interpersonal skills
	
	

	· Organised, able to meet multiple deadlines and manage conflicting demands
	
	

	· Excellent interpersonal skills, with an ability to work with colleagues at all levels
	
	

	· Able to present clear, eye-catching and accurate data, graphs, charts and rationale
	
	

	· A strong understanding of regulatory and reporting requirements (any sector / any regulatory body)
	
	

	· A strong understanding of regulatory and reporting requirements (CQC, health & safety)
	
	

	· Strong written and oral communication skills
	
	

	· An understanding of key performance indicators
	
	

	· Maintaining confidentiality
	
	

	· Enthusiasm for future developments
	
	

	Other
	
	

	· Self-motivated
	
	

	· Methodical
	
	

	· Logical
	
	

	· Flexible 
	
	

	· Positive 
	
	

	· Full driving licence, and use of a car with appropriate insurance as visits to other sites 
	
	



