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R~ JOB DESCRIPTION AND WORKER CHARACTERISTICS

% Job Duties in Order of Importance

Knowledge, Skills & Abilities

60 | Assists in the identification of documents and analysis of business re-
quiremenis for implementation of information technelogy solutions.
Develops skills to facilitate requirements gathering sessions, the ap-
proach and break down of the business problem into units work. Cre-
ates information technology process flows and flowcharts. Assists with
the validation of requirements necessary for the successful completion
of the information technology projects

JOB CODE TITLE
Business Process Analyst 1

(1) oral and written communication
tools & techniques; (2) customer sup-
port & personal service; (3) state &
agency policy, procedures & applicable
laws*; (4) vision, mission & goals of
agency*; (5} IT systems development
lifecycle management concepts; (6)
technical writing & documentation
practices; (7) quality assurance princi-
ples; (8) requirement analysis

principle and methods; (9) methods and
approaches for sharing information
through the use of IT assets; (10) tele-
communications billing; (11} telecom-
munications network best practices;
(12) telecommunications circuit design;
(13) telephony; (14) budgeting; (15)
domain name request process; (16) Ser-
vice Usage Management System
(SUMS) system; (17) the technology
service request system (T'SR).

Skill for: (18) reading comprehension;
(19) speaking, (20) service orientation;
(21) assuring quality; (22) identifying &
specifying business requirements; (23}
operation analysis; (24) time manage-
ment;
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NORMAIL WORKING HOURS (Explain unusual or rotating shift):

FROM: 8:00 am TO: 5:00 pm

JOB DESCRIPTION AND WORKER CHARACTERISTICS

%

Job Duties in Order of Importance

Knowledge, Skills & Abilities

40

JOB C(_)DE TITLE
Business Process Analyst 1

apd 5/2///6@

Develops skills necessary to provide, and assists with, project planning
and coordination of activities. Develops skills necessary to provide, and
assists with, recommending possible solutions to identify business
problems. Develops skills necessary to perform as liaison between vari-
ous stakeholders, managing stakeholder expectations and ensuring suc-
cessful communications between project team members. Receives ori-
entation related to mentorship and applies as necessary (e.g., definition,
purpose, strategies, and evaluation techniques).

Ability to: (25) deal with problems in-
volving several variables in familiar
contexts; (26) interpret a variety of in-
structions in written, oral, picture, or
schedule form; (27} define problems,
collect data, establish facts, and draw
valid conclusions; (28) interpret an ex-
tensive variety of technical verbal in-
structions & technical material books,
journals, manuals; (29) calculate frac-
tions, decimals & percentages;

(30) define problems, collect data, es-
tablish facts & draw valid conclusions;
(31) prepare meaningful, accurate &
congcise reports; (32) stay abreast of
current technologies in area of IT as-
signed.

Knowledge of: 1 - 17
Skill For: 18 - 24
Ability to: 25 -32

Knowledge of: 1 - 17

Skill For: 18-24
Ability to: 25 32
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