
	Digital, Data and Technology profession: Capability Framework

	job description template

	

	Department:
	
	

	Team:
	
	

	Job family:
	Product and delivery
	

	Role:
	Business analyst
	

	Role level:
	
Trainee business analyst
	

	Grade:
	
	

	Salary:
	
	

	Profession:
	The Digital, Data and Technology Profession
	

	Location:
	
	

	Reporting to:
	
	

	

	[bookmark: _gjdgxs]About your organisation

	[[[ This is your opportunity to ‘sell’ the role. It’s a candidate-driven market so you must make the description of your organisation clear, visionary, exciting and explain the impact the candidate can have both in the delivery of your objectives and society in general. ]]]
...

	

	[bookmark: _30j0zll]Role

	Business analysts understand and analyse user and business needs. They also work with the service owner or product manager to: 

- analyse and map risks and propose solutions 
- check there is budget to cover the proposed approach, including ongoing running costs 
- help define what skills a service will need and map where these can be found


	

	[[[ Add:
What the person will be working on? (Be mindful that you might want to have some flexibility in what the person works on so mention that in the job description)
Why the work is important to your organisation?
Link to blogs or information about the projects. ]]]
...

	


	[bookmark: _1fob9te]Main duties

	

	A trainee business analyst receives direction from more senior BAs. At this level, you will have a limited toolset and will work with others or under supervision to build and develop your skillset. 

	

	
	Skill
	Description

	Business analysis
	You can apply structured approaches to identify, investigate, analyse and communicate complex business problems and opportunities. This includes analysis of data and information relating to business goals, objectives, functions and processes. You define requirements to improve processes, systems and services. You conduct options analysis, assess feasibility and operational impact, quantify potential business benefits and contribute to business case development. You ensure solutions align with the vision, objectives, business and user needs and deliver the expected benefits and outcomes. Your work enables all or part of the business to make informed, strategic and tactical decisions.

	Business process improvement
	You drive the analysis, identification, design, prioritisation and implementation of process and business changes to improve business operations and services. Improving business performance through identifying where changes can be made, how technology can be exploited, defining the costs and benefits of new approaches and establishing metrics of success. You may be involved in the implementation or management of business improvements.

	Business process testing
	You can apply business analysis and evaluation skills to support the design, execution and assessment of business process tests and usability evaluations. You apply these skills to assess how appropriate the defined business process and end to end service is going to be. This includes assessing the ergonomics, usability and impact of business processes and end to end services.

	Requirements definition and management
	You are able to identify, analyse, challenge and validate business and user requirements. You manage requirements throughout the whole delivery lifecycle and ensure the requirement can be traced in the design, build, test, tender and evaluation phase. This ensures the solution delivered, aligns with business outcomes. You facilitate the prioritisation of requirements. Ensuring the solution works for key stakeholders and is within operational, budgetary, technical, and regulatory considerations. You assess the context of the work and apply appropriate methods for managing the requirements lifecycle. (e.g. agile vs plan-driven). You create and maintain documents to record the method used and support knowledge-transfer and re-use.

	Systems analysis
	You support and facilitate testing of a technical solution to ensure it meets the business and user needs, focusing mainly on functionality and usability of software throughout the systems development lifecycle.

	Testing (business analysis)
	You can analyse IT system capabilities and requirements to inform the development of bespoke IT systems or software packages, ensuring technology solutions deliver business requirements. You help design user system interfaces, identifying gaps in functionality and assessing the impact of software changes. You collaborate with others to create and iterate specifications and acceptance criteria for information and communication systems. You understand business perspectives and technical concepts and are able to communicate between users, development teams and external suppliers. You may use techniques such as data modelling or process modelling to document needs for processes and recording data.

	Stakeholder relationship management (Business Analysis)
	You know how to identify, analyse, manage and monitor relationships with and between internal and external stakeholders. You can communicate with stakeholders clearly and regularly, clarifying mutual needs and commitments through consultation and consideration of impacts while focusing on user and business needs. You understand how to develop or apply communication strategies to build relationships, utilising informal and formal channels to engage with stakeholders at all levels, resolving conflict where required to achieve the desired result.




	[bookmark: _tyjcwt]About the broader DDaT profession

	The DDaT Profession consists of people who work in a digital, data or technology specialist role. They design, build and run government digital services. They are responsible for the way we find, access and use data and for the technology infrastructure which support those services. There are currently about 18,000 people working in the Profession. The Profession consists of people working within specialist communities of practice. There is a full list of roles on GOV.UK: https://www.gov.uk/government/collections/digital-data-and-technology-profession-capability-framework

	

	[bookmark: _3dy6vkm]What we offer

	[[[ Ideally replace some/all of these links with ones more relevant to your own organisation. You do not have to use all of these, but 3-5 links will help convey an overview of the DDaT profession in government. ]]]

	The opportunity to work on impactful, meaningful projects

	The latest technologies, on a large scale

	Small, autonomous agile teams

	A diverse and inclusive workplace

	Supportive communities of practice, where you can share and develop your skills and knowledge

	Defined career progression

	Training and development

	Talent programmes

	Flexible working

	

	[bookmark: _1t3h5sf]Application Process

	[[[ Add:
1. Explain what you want in the application i.e ask them to be concise, answer requirements of the role, limit to a number of pages etc.

2. Explain if there is any practical assessment criteria during the application and interview process and work with the relevant head of community/role to define the appropriate assessment/test for interview. These tests should be reasonable and relevant to the role.

3. List practicalities such as length of role, location etc. Contact your HR team for guidance on this.

4. Mention the blended approach of using Success Profiles to address both skills/experience and behaviours, not just solely using competencies.
]]]




