
  
 
 
 
 

   
 
   
 

Person Specification 
 
This form lists the essential and desirable requirements needed in order to do the job.  
 
Applicants will be shortlisted solely on the extent to which they meet these requirements. 

 

Job title:  Senior Business Analyst  

Department/Division: 
Accountable to:
  

Business Improvement Unit (BIU)  
Head of Business Analysis 

 

Competency Criteria E/D 

Teamwork • Experience of working closely with programme and project 
managers, team members and stakeholders to clarify scope 
and deliverables for programmes/projects. 

E 

 • Excellent interpersonal skills with an ability to lead, manage, 
coach and/or mentor staff as required. 

E 

 • Encourage and actively promote team values, application of 
project methodologies and acceptance of agreed standards. 

E 

Problem Solving and 
Initiative 

• Able to gather and interpret user requirements and produce 
viable user-centric solutions in accordance with regulatory 
requirements and School policies and procedures. 

E 

 • A readiness to challenge the status quo and proactively identify 
and solve problems, including a willingness to understand 
issues beyond the boundaries of the project. 

E 

Planning and Organising • Able to work independently. Self-confident and self-motivated. 
Able to organise, prioritise and plan own work and delegate 
tasks to others. 

E 

 • Advanced organisational skills including the ability to organise, 
facilitate and lead workshops to gather business requirements, 
analyse options and develop process models. 

E 

Communication • Excellent oral and written communication skills, including the 
ability to write succinct reports and to communicate complex 
information to non-technical audiences at all levels of the 
organisation. 

E 



  
 
 
 
 

   
 
   
 

Teaching and Training • Ability to pass on knowledge to others, both in one-to-one and 
formal training environments. 

E 

Knowledge and Experience • Recognised BA qualification, such as IIBA or BCS BA 
certification and/or at least 5 years practical experience as a 
pure business analyst. 

E 

 • Significant experience in authoring high quality documentation 
for business analysis activities, including business 
requirements, options analysis, process design, user stories, 
test scripts and acceptance criteria 

E 

 • Confident ability to use MS Word, Excel and PowerPoint and 
flowcharting software such as Visio. 

E 

 • Experience of third-party vendor procurement and facilitating 
proof of concept and product/service evaluation. 

D 

 • Understanding of Identity Management and knowledge of one 
or more access management systems. 

D 

 • Experience in Lean/Systems Thinking or similar process-
based change experience. 

D 

 
 
E – Essential: requirements without which the job could not be done. 
D – Desirable: requirements that would enable the candidate to perform the job well. 


