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Listen			Respect		Care		Do the right thing

Job Profile

Job Title: Apprentice Business Analyst		

Reporting to: Digital & IT Project Management Office Manager	 

Location: Within the Company’s operational area

Job Purpose

To support the Plymouth Community Homes Project Management Office (PMO) in understanding the needs of stakeholders, supporting business change, articulating changes in business requirements and present these in a way the audience will understand.

Main Duties and Responsibilities

· Supporting the PMO with Business Analyst activities. 

· Assist with articulating requirement gathering exercises.  

· Assist with producing process maps, PESTLE and SWOT analysis.  

· Support the PMO with building and maintaining strong stakeholder relationships.  

· Assist with producing reports and documentation as required.  

· Support the PMO with identifying and proposing opportunities for improvement.  

· Assist with reviewing potential new processes and/or systems.   

· Work alongside the PMO and wider Digital & IT Teams on project activities and business change. 

	No job description can be entirely comprehensive and the job holder will be expected to carry out such duties as may be required from time to time consistent with the status and responsibilities of the role within the organisation.
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Plymouth Community Homes
PERSON SPECIFICATION
(Apprentice Business Analyst)

	
	Essential
	Desirable

	Experience 



	
	

	Knowledge



	Has knowledge of, and strong interest in digital and technology, and an aptitude to want to learn
	

	Skills / Abilities



	Strong attention to detail

Good problem solving skills and can demonstrate initiative, working either as part of a team or an as individual

Good communication skills and being aware of how to communicate with different people / audiences

Ability to work independently and in a cross functional team 
	

	Qualifications



	GCSEs at Level 4 or above, or A-C, in Maths and English, or equivalent

Willing to work towards a Level 4 Business Analyst apprenticeship standard 
	An A-level in Computer Science, Maths or Business, or relevant subject, or equivalent experience 

	Physical Requirements


	None.
	




Note:	PCH is committed to providing access, aids, adaptations and alternatives wherever possible and reasonable to enable disabled people to fulfil the criteria for, and undertake the duties, of its jobs.

GENERAL RESPONSIBILITIES

1. Confidentiality

The post holder must maintain confidentiality of information about staff and residents and Plymouth Community Homes (hereinafter referred to as PCH) business and be aware of current Data Protection legislation

2. Standards of Business Conduct

PCH expect all employees to maintain the highest standards of personal and business conduct at all times. The handbook sets out the PCH expectations under sections: Code of Conduct and Declaration of Interests, copies are available from the Human Resources Department at Plumer House.

3. Health & Safety

The post holder should be aware of the responsibility placed on employees under the Health & Safety at Work Act (1974) to ensure that the agreed safety procedures are carried out to maintain a safe environment.

4. Equality & Diversity 

PCH is opposed to direct and indirect discrimination and aims to promote equal opportunities. Any employee of PCH is required to treat all colleagues, customers, stakeholders and partners equally, regardless of age, disability, gender reassignment, marriage and civil partnership, pregnancy and maternity, race, religion or belief, sex or sexual orientation.

All employees must abide by these principles and comply with PCH policies and strategies in support of these principles which may be issued from time to time by PCH.

5. Training and Development

To attend appropriate training courses and supervision meetings as required.

6. Communication

To attend staff and team meetings.        

7.	Risk Management

Consider and follow the PCH Risk Management processes when participating in service planning and delivery.

PURPOSE OF A JOB DESCRIPTION

This is a description of the job as it is presently constituted. Job descriptions are reviewed and updated when considered necessary to reflect any changes to the job being done and to incorporate changes. Employees will be consulted on any changes in their job description in a meeting with their line manager. If agreement is not possible PCH reserves the right to insist on changes by adding to, taking away or substituting duties; provided that in doing so we do not change the fundamental nature of the post. 
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