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Job Description

Job Title:
Business Analyst, Associate
Job Code:
JE3030
Job Grade:
G8
SJC Code:
TBD

Reports to:  
Designated supervisors/managers
EEO-1/Job Family:
Professionals
Supervises:
None
Created/Revised:
September 17, 2004

Ed/Exp:
BA/3
Travel:
None
Lic/Cert:
None
Environment:
General Office


Objective:  To provide entry-level analysis of information, methods, systems and procedures to determine the most useful solutions for business units and customers, which includes the routine maintenance of financial systems and related analysis of cost impact; or to develop or modify, as directed, IT systems by conducting systems analysis, which routinely includes performing project management, and working between technical developers and non-technical user groups to ensure clear documentation and communication during assigned phases of a project. To coordinate project management for projects of small scope or of less complexity, as directed.  To coordinate, analyze, document, and track designated customer requests for new development, data integrity, defect and enhancement, or other changes in business requirements. 
Essential Functions: 
1. Gathers business requirements and related business processes across multiple business units and functional groups, as directed.
2. Receives training, technical direction and guidance from Business Analysts and Business Analyst, Senior positions.
3. Researches stakeholder's business processes and system needs for current and future systems, as directed.
4. Acts as liaison between business stakeholders, users and development teams or consultants.
5. Logs incoming source in the RP&P Source Log.
6. Conducts problemsolving with stakeholders and users, and analyzes business requirements and processes in order to translate those requirements into user and system level requirements that meet their business needs.
7. Document stakeholder's processes, high-level requirements, low-level system functional and non-functional requirements.
8. Manages supporting documentation, including ReqPro, ClearQuest, and timesheet management.
9. Performs project management, status reporting and related administration, as directed.
10. Maintains an implementation schedule for assigned projects/tasks, as directed.
11. Gathers, analyzes, develops, and documents detailed business and technical requirements for systems enhancements and modifications.
12. Develops, documents, performs and submits, as directed, functional testplans for enhancements, modifications, reports, and interfaces.
13. Authors ISO certified training material for user groups, as approved and directed.
14. Troubleshoots, coordinates, and tests solutions to production problems.
15. Initiates process improvements and participates in process re-engineering, as directed.
16. Provides back-up support for RCS production department.
17. Documents, prioritizes, monitors, and maintains implementation schedule for issues/enhancements log.  Coordinates and communicates production moves.
18. Communicates enhancement changes to secondary users.
19. Performs system testing and quality assurance, as required or requeted.
20. Coordinates communications between technical developers and non-technical user groups to ensure clear documentation and communication, as directed.
21. Presents project status, or recommendations to customers, as directed.

22. Negotiates design solutions between developers and user groups, as directed.
23. Performs other related duties, including special projects, as requested or required.

Education/Experience: Bachelor’s degree in business administration, computer science or related disciplines, or an equivalent combination of education and experience.  Three (3) or more years of related experience planning, reviewing and analyzing various work orders or products in a diverse operational environment, or the equivalent combination of related training, proficiency and experience.  Demonstrated experience with process modeling, including use cases, implementing and supporting ERP, financials, customer relationship management, or HRMIS systems/applications.  Demonstrated proficiency defining workflows and the integration of business systems/processes with legacy and next-generation systems.  Demonstrated proficiency leading system implementation.  Demonstrated experience conducting original research and analysis, and the consistent achievement of projected results based on analysis performed.  Demonstrated knowledge of the software development lifecycle, and configuration management.  Experience with Oracle applications is desired.  Demonstrated experience maintaining an accurate and current inventory of traditional paper and electronic data.  Demonstrated effective and diplomatic oral and written communication skills.  Demonstrated experience persuading and negotiating with others to embrace strategies proposed.  
Licensure/Certification: None.

Performance Requirements: Employee must comply with Jeppesen’s policies and procedures, including but not limited to: attendance, harassment, EEO/AA, confidentiality, security, safety, conflict of interest, ethics, copyright and patent, and use of company equipment/products/services, etc.
Physical Requirements: Character and scope of essential functions require constant sitting, seeing, hearing, repetitive motion, and occasional lifting of general  office materials [reams of paper, telephone books, flight manuals, binders, etc., typically weighing ten (10) pounds or less.  Employee must comply with safety and security requirements, and wear Personal Protective Equipment (PPE) as requested or required.
Competencies:  (24) Functional/Technical Skills, (42) Peer Relationships, (1) Action Oriented, (31) Interpersonal Savvy, (51) Problem Solving, (17) Decision Quality, (37) Negotiating, (15) Customer Focus, (67) Written Communications, (49) Presentation Skills, (15) Customer Focus, (53) Drive for Results, (32) Learning on the Fly, (33) Listening, (31) Interpersonal Savvy, (24) Functional/Technical Skills, (2) Dealing with Ambiguity, (46) Perspective
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