City of Chattanooga, TN

Classification Title:  Business Systems Analyst

	Department: Varies
	
	Pay Grade:
	TBD

	Supervision Received From:
	Varies
	FLSA Status:
	Exempt

	Supervisory Responsibility For:
	NA
	Established:

Revision:
	10/18/10


CLASSIFICATION SUMMARY:

Incumbents in this classification perform professional, technical and analytical work to provide within department support for the City’s integrated information technology business system; serve as departmental liaison with the Information Technology staff, vendors and contractors; perform research, analysis and resolution of business systems issues, application customer support and end user training; analyzes and recommends functional requirements for process enhancements, and for new and existing software.
SERIES LEVEL:

The Business Systems Analyst is a stand alone position.
ESSENTIAL FUNCTIONS:

(The following duties ARE NOT intended to serve as a comprehensive list of all duties performed by all employees in this classification, only a representative summary of the primary duties and responsibilities. Incumbent(s) may not be required to perform all duties listed and may be required to perform additional, position-specific duties.)

· May serve as a lead or direct departmental work team on a project basis; prioritizes and assigns work; conducts project meetings and monitors deliverables; reports progress and issues to management.
· Identifies and documents departmental business requirements, functional requirements and specifications for business application and information technology projects.
· Researches, responds to and evaluates business systems issues, service requests and problems including vendor based knowledge database queries; coordinates with departmental staff, information technology staff, vendors and contractors to resolve information technology issues; documents and tracks issues from beginning until resolved.

· Manages information technology projects, system enhancements, upgrades and implementations; establishes priorities and target dates; coordinates with the Information Technology Division; requests product enhancements; interacts with, trains and coaches team members.

· Coordinates testing and verification of software; defines problems; designs test methodology; writes, executes and analyzes test scripts and results to insure system integrity; performs quality assurance of system user documentation.
· Provides departmental customer support; confers and interacts with all levels of staff both internal and external to the department to document work processes and develop technical/functional requirements and specifications.
· Develops and maintains user documentation; trains staff in system use, configuration and testing.
· Performs and participates in data interface design, data migration and reconciliation.
· Prepares a variety of reports, flowcharts, diagrams, documentation and other written materials.
· Provides technical support for departmental reporting, data retrieval, governmental reporting and publications, electronic records storage, web page publishing, hardware, software and other related technology concerns.

· Coordinates and participates in a variety of financial, performance and other analytical studies and reporting.
· Develops contacts in other governments for networking and knowledge development to acquire expertise with software usage and applications; attends outside meetings, conferences, and seminars regarding information technology systems analysis.

· Participates in/on a variety of meetings, committees, and/or other related groups in order to receive and convey information.

· Performs other duties as assigned.

MINIMUM QUALIFICATIONS:

Bachelor’s Degree in Information Technology, Computer Science, Business Administration, Finance, Accounting or a related area; and four (4) years of experience that includes two years experience with information technology systems and software and two years of professional level experience in business systems and accounting.
LICENSING AND CERTIFICATIONS:
None 
KNOWLEDGE AND SKILLS:  
Knowledge of accounting, budget preparation, payroll, finance, internal controls and financial reporting; project management principles and practices; technology application methodologies; problem solving methods; workflow and process analysis/methods; information technology and data systems analysis for administrative and business applications in a mainframe and personal computer environment; operational  principles, practices, applicable laws, codes, regulations, and concepts related to the assigned department or functional area;  business and data systems design, research, configuration and implementation; governmental accounting and record keeping practices; standard office practices and procedures.
Skill in using a computer and related software applications; managing projects and meeting deadlines; analyzing and documenting business processes and user requirements; creating and executing test scripts and analyzing  results; analyzing and integrating technology into business systems; organizing and integrating information; facilitating meetings; analyzing problems and recommending solutions; presenting information; resolving and mediating conflict; influencing others; and, communication and interpersonal skills as applied to interaction with coworkers, supervisor, managers, the general public, etc. sufficient to exchange or convey information and to receive work direction.

PHYSICAL DEMANDS
Positions in this class typically require:   climbing, balancing, stooping, kneeling, crouching, crawling, reaching, standing, walking, pushing, pulling, lifting, fingering, grasping, feeling, talking, hearing, seeing and repetitive motions.

WORK ENVIRONMENT:

Sedentary Work: Exerting up to 10 pounds of force occasionally and/or a negligible amount of force frequently or constantly to lift, carry, push, pull or otherwise move objects, including the human body.  Sedentary work involves sitting most of the time.  Jobs are sedentary if walking and standing are required only occasionally and all other sedentary criteria are met.

SPECIAL REQUIREMENTS:
Safety Sensitive:  N  
Department of Transportation - CDL: N
Child Sensitive: N

The City of Chattanooga, Tennessee is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act, the City will provide reasonable accommodations to qualified individuals with disabilities and encourages both prospective and current employees to discuss potential accommodations with the employer.
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