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Ta matou mauri

Our principles

Our
purpose

Our
vision

Our
values

Our
customer promise

To make Waimakariri a great place to be, in partnership
with our communities.

We are a respectful, progressive team delivering value
for our customers.

We will....
Act with integrity, honesty and trust Keep you informed

Do better every day Take responsibility Work with you and each other

We will be professional, approachable
and solutions-focused.
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Position Details

Purpose of Position

This role will have the following key primary objectives:

- Understand and use industry best practice, tools, and techniques that are appropriate for the deliverable required.

- Represent the stakeholders, business, and process needs and support them through requirements capture, analysis
and validation.

- Assist in driving the required business and process changes by enabling the stakeholders to envision the future and
understand and own the end state.

- Identify and propose solution options, that meet the requirements of stakeholders, including governance, support and
legislation needs, and evaluating and validating selected solutions.

- Support the ongoing development of strong links amongst stakeholders for engagement and alignment with the
Council's Digital Strategy strategy.

- Contributes to continuous improvement

Key Relationships

Responsible to

Change Manager

Responsible for

Nil

Internal External

Chief Executive; Executive Management Team; Chief Consultants; Contractors; Service providers; Elected
Information Officer; Information Management Team Members; Customers / Ratepayers; Members of the
Leader; Information and Communications Technology Community; Utilities Providers; Other Councils

Team,; Leader; Geospatial Information Systems Team
Leader; Business and Technology solutions Team Leader

Is there an approved delegated authority for this role? [ IYes 0 No

If yes, state limit for role $:

If yes, is this role responsible for that budget? [JYes _ No

Vetting Requirement (contact HR for further advice as required)

Under the NZ Police vetting criteria, thorough vetting is required to safeguard communities by assessing the backgrounds of individuals
who work with vulnerable populations.

This role provides care/protection/education/training to vulnerable members of society such as children,
young people, elderly and/or disabled. [IYes [0 No

If yes, does this role fall under the Childrens Act 2014? [IYes | No

If yes, this position has been identified as:

Vetting under the Children’s Act 2014 is necessary to ensure the safety and well-being of children by thoroughly assessing individuals who work with them.

Waimakariri District Council Position Description -




Key Result Areas

KPI (area of responsibility)

Projects

Undertakes projects as directed using the required project
methodology or governance structure, as agreed with the Change
or Programme Manager

Customer Relationships

Builds and maintains relationships internally and externally with
approved service providers and suppliers and with
customers/clients.

Business Analysis

- Acts as the interface between business units, technology teams
and support teams for assigned work.

- Clearly defines business requirements through liaison with the
appropriate departments within WDC and with external customers
and suppliers as required.

- Ensures adherence to Information Management and
Governance practices for documentation produced.

Customer focus
-Contributes to the building and maintaining of relationships with
key stakeholders within the customer relationship framework

- Maintains a strong focus on meeting customer needs across all
areas of Digital delivery

Financial awareness

Understands financial imperatives and contributes to efficient use
of resources

Measure (successful when)

- Business analysis support is provided for assigned Project
Manager and wider initiative team/s; -BA tasks, as assigned in
Roles & Responsibilities for initiative, are carried out in a timely
and proactive way (assistance is actively sought where required);
- Communication plan for end users and other stakeholders is
established and managed, in line with agreed plan outlined for an
initiative; - Transition from project to BAU is planned,
communicated, and managed, in line with processes outlined for
an initiative; -business analysis artifacts are suitably filed/referenc

- A solution is provided, that meets agreed business needs.

- Customers understand what business analysis is and what it
can do for WDC.

- They are willing to accommodate changes to operations and
other processes where appropriate to ensure project benefits can
be fully realised.

- Customers understand what can be achieved with the delivered
toolset and that appropriate training and support programs are in
place.

- Understands the need for problem definition and root cause
analysis and avoids solely addressing symptoms and solutions.

- Understands the business process management and business
requirements of the customers and translating them to specific
software requirements or process changes.

- Ensures project stakeholders and user groups are identified,
and their differing needs are recognised in the communication
and change management plans.

- Requirements are elicited and presented using a range of techni

- Customer requirements are monitored and followed up
appropriately and in a timely manner.
- Stakeholder feedback exceeds customer service expectations

Demonstrates budgeting awareness and accountability
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Key Result Areas Continued

KPI (area of responsibility)

Operational Excellence

- Contributes to the pursuit of operational excellence across the
Programme Team
- Supports a focus on continuous improvement by identifying

simpler more efficient working practices or new technology (where

appropriate)

Process Development

Work collaboratively with the business to map and document
processes, with the aim of identifying new ways or working, using
technology if appropriate, whilst maintaining compliance with
legislation, policy and standards.

Culture and engagement

- Actively supports colleagues and leaders by contributing to a
collaborative and diverse workplace culture.

- Holds self accountable to team members in alignment with the
WDC values.

Professional and personal development

Maintains and further develops own levels of skill and
effectiveness

Measure (successful when)

- Demonstrates improved quality of work outcomes
- Identifies and suggests alternative systems or processes to
simplify or improve working practices

Process are mapped using appropriate tools

Process improvements are implemented that drive enhanced
efficiencies, deliver greater business value and/or better customer
customer experience

- Observable progress has been made to advance an
organisational culture that promotes engagement and continuous
improvement.

- Supports an engaged team by contributing in a constructive and
positive manner

Undertakes professional development to maintain currency
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Person Specification

Education/Qualifications

Minimum requirement for the role: National Diploma Level 6 (3 year)

Under-graduate diploma (please specify)

Specifications and/or

. . Essential:A relevant tertiary qualification
further information:

Desirable:Qualification in Business Analysis e.g. BABOK, IIBA Accredited or
ICAgile. Qualification in Project Management e.g. Prince2, PMBOK or Agile

Knowledge/Experience

Minimum requirement for the role: 5-6 years

Needs to draw on relevant longer-term experience specific to the job and work
demands, acquired over time.

Further information: L , . . . .
Essential: Minimum 5 years’ experience in business analysis, process

mapping, requirements analysis and business process re-engineering.
Knowledge of business analysis techniques and tools, and ability to use a wide
range of approaches. Proven ability to work in detail and at a high level, with a
range of stakeholders, both technical and non-technical.

Attributes

Ability to work independently as well as part of a team

A strong customer service ethic, displaying a commitment to quality customer service.
Focused on continuous improvement, works with a solutions-focused mindset.
Accepts responsibility and is accountable for actions.

Works pro-actively with others.

Takes an organisation wide perspective.

Shares best practice and learnings across own team / organisation.

Skills

Excellent interpersonal skills.

Strong analytical and problem solving skills

Excellent communication skills including the ability to persuasively present at a level appropriate to the audience
Ability to prioritise and organise own workload
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Core Competencies

Taking Ownership

Accepts responsibility Community & Customer
and is accountable Focus
Self for actions. Views actions and services
elf-awareness through our customers eyes.

Understands their
behaviour and its
impact on others.

[ ]

Collaboration

Works r—
proactively
with others.

Shi

O-+-0

Best Value Solutions
Works with a solutions-

focused mindset. Planning & Organising

Coordinates our
resources to best effect.

Being Innovative &

Open & Effective Adaptive
Communication Continuously finds better
People are connected and ways of doing business.

know what is going on.

Key Requirements for all Council Staff

v" Embrace principles contained in Ta Matou Mauri, model the Council’s values and continuously seek
self-improvement regarding our core competencies.

v Participate in Civil Defence training programmes and exercises and assist effectively in disaster recovery and
business continuity planning.

v' Take reasonable care for the health and safety of yourself and others at the WDC (including visitors,
volunteers, contractors, and general public). Comply with any reasonable health and safety instruction, policy
or procedure and ensure that all hazards, risks and incidents in the workplace are reported.

v' Manage information of all activities within the Council's corporate business and information systems according
to information management policies and procedures.

v Ensure that proper account of tikanga Maori and the Treaty of Waitangi is taken in all activities.

v' Maintain an effective partnership with mana whenua as provided for in our agreements and understandings
between Council and Te Ngai Tuahuriri Rlnanga.

Amendments to Position Description

From time to time it may be necessary to consider changes in the Position Description in response to the
changing nature of our work environment — including technological requirements or statutory changes.

Position Description approved by ~ Andy Keiller Date January 2023
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	TRIM: 230919146493
	KPI: Projects

Undertakes projects as directed using the required project methodology or governance structure, as agreed with the Change or Programme Manager
	KPI 1: Customer Relationships

Builds and maintains relationships internally and externally with approved service providers and suppliers and with customers/clients.
	KPI 2: Business Analysis

- Acts as the interface between business units, technology teams and support teams for assigned work.
- Clearly defines business requirements through liaison with the appropriate departments within WDC and with external customers and suppliers as required.
- Ensures adherence to Information Management and Governance practices for documentation produced.
	KPI 3: Customer focus

-Contributes to the building and maintaining of relationships with key stakeholders within the customer relationship framework
- Maintains a strong focus on meeting customer needs across all areas of Digital delivery
	KPI 4: Financial awareness

Understands financial imperatives and contributes to efficient use of resources
	Measure: - Business analysis support is provided for assigned Project Manager and wider initiative team/s; -BA tasks, as assigned in Roles & Responsibilities for initiative, are carried out in a timely and proactive way (assistance is actively sought where required);
- Communication plan for end users and other stakeholders is established and managed, in line with agreed plan outlined for an initiative; - Transition from project to BAU is planned, communicated, and managed, in line with processes outlined for an initiative; -business analysis artifacts are suitably filed/referenc
	Measure 1: - A solution is provided, that meets agreed business needs.
- Customers understand what business analysis is and what it can do for WDC.
- They are willing to accommodate changes to operations and other processes where appropriate to ensure project benefits can be fully realised.
- Customers understand what can be achieved with the delivered toolset and that appropriate training and support programs are in place.
	Measure 2: - Understands the need for problem definition and root cause analysis and avoids solely addressing symptoms and solutions.
- Understands the business process management and business requirements of the customers and translating them to specific software requirements or process changes.
- Ensures project stakeholders and user groups are identified, and their differing needs are recognised in the communication and change management plans.
- Requirements are elicited and presented using a range of techni
	Measure 3: - Customer requirements are monitored and followed up appropriately and in a timely manner.
- Stakeholder feedback exceeds customer service expectations
	Measure 4: Demonstrates budgeting awareness and accountability
	KPI 6: Operational Excellence

- Contributes to the pursuit of operational excellence across the Programme Team
- Supports a focus on continuous improvement by identifying simpler more efficient working practices or new technology (where appropriate)
	KPI 7: Process Development

Work collaboratively with the business to map and document processes, with the aim of identifying new ways or working, using technology if appropriate, whilst maintaining compliance with legislation, policy and standards.
	KPI 8: Culture and engagement

- Actively supports colleagues and leaders by contributing to a collaborative and diverse workplace culture.
- Holds self accountable to team members in alignment with the WDC values.
	KPI 9: Professional and personal development

Maintains and further develops own levels of skill and effectiveness
	KPI 10: 
	Measure 6: - Demonstrates improved quality of work outcomes
- Identifies and suggests alternative systems or processes to simplify or improve working practices
	Measure 7: Process are mapped using appropriate tools

Process improvements are implemented that drive enhanced efficiencies, deliver greater business value and/or better customer customer experience
	Measure 8: - Observable progress has been made to advance an organisational culture that promotes engagement and continuous improvement.
- Supports an engaged team by contributing in a constructive and positive manner
	Measure 9: Undertakes professional development to maintain currency
	Measure 10: 
	Specific Education / Qualifications: Essential:A relevant tertiary qualification

Desirable:Qualification in Business Analysis e.g. BABOK, IIBA Accredited or ICAgile. Qualification in Project Management e.g. Prince2, PMBOK or Agile
	Attributes: Ability to work independently as well as part of a team
A strong customer service ethic, displaying a commitment to quality customer service.
Focused on continuous improvement, works with a solutions-focused mindset.
Accepts responsibility and is accountable for actions.
Works pro-actively with others.
Takes an organisation wide perspective.
Shares best practice and learnings across own team / organisation.
	Skills: Excellent interpersonal skills.
Strong analytical and problem solving skills 
Excellent communication skills including the ability to persuasively present at a level appropriate to the audience
Ability to prioritise and organise own workload
	MinimumEducation: [National Diploma Level 6 (3 year)]
	Experience further information: Essential: Minimum 5 years’ experience in business analysis, process mapping, requirements analysis and business process re-engineering. Knowledge of business analysis techniques and tools, and ability to use a wide range of approaches. Proven ability to work in detail and at a high level, with a range of stakeholders, both technical and non-technical. 
	Experience: [5-6 years]
	MinimumEducationDetail: Under-graduate diploma (please specify)
	ExperienceDetail: Needs to draw on relevant longer-term experience specific to the job and work demands, acquired over time.
	Position Description Approved by: Andy Keiller
	Approved date: January 2023
	Purpose of Position: This role will have the following key primary objectives:
- Understand and use industry best practice, tools, and techniques that are appropriate for the deliverable required.
- Represent the stakeholders, business, and process needs and support them through requirements capture, analysis and validation.
- Assist in driving the required business and process changes by enabling the stakeholders to envision the future and understand and own the end state.
- Identify and propose solution options, that meet the requirements of stakeholders, including governance, support and legislation needs, and evaluating and validating selected solutions.
- Support the ongoing development of strong links amongst stakeholders for engagement and alignment with the Council's Digital Strategy strategy.
- Contributes to continuous improvement
	Responsible to: Change Manager
	Responsible For: Nil
	Internal 2: Chief Executive; Executive Management Team; Chief Information Officer; Information Management Team Leader; Information and Communications Technology Team; Leader; Geospatial Information Systems Team Leader; Business and Technology solutions Team Leader
	External 2: Consultants; Contractors; Service providers; Elected Members; Customers / Ratepayers; Members of the Community; Utilities Providers; Other Councils
	Delegated authority: no
	Delegated authority limit: 
	Budget responsibility : Off
	Vetting requirement: no
	Childrens Act: Off
	Core or non-core worker: []
	Position Title: Digital Business Analyst - Change 
	Location: [Rangiora Service Centre – Victoria Street Building ]
	Contract Type: [Fixed]
	Date: October 2024
	Department: [Finance & Business Support ]
	Unit: [Information & Technology Services]
	Team: [Business & Technology Solutions]


