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JOB DESCRIPTION

	Job Title: Associate Business Analyst
	Evaluation Date: 1-05-2000

	Department:  ESG – Business Applications
	Status:  Exempt
	

	Grade:  B2
	Job Code:  JE3030

	Summary

This position is responsible for ensuring that Jeppesen’s business processes and systems are aligned allowing Jeppesen’s employees to complete their tasks quickly and efficiently.  It is also the responsibility of this position to ensure the integrity of the business systems for Jeppesen.  Associate Business Analysts are responsible for managing small projects and participate in medium and large projects



	Principal Responsibilities

· Project management for small projects or pieces of medium and large projects.
· Follow the development life cycle process ensuring support of overall project, department, and company goals.  Make recommendations for improvements to processes.
· Maintain implementation schedule for assigned tasks.

· Support business areas through needs analysis, requirements documentation, and system support. 

· Perform SQL queries against relational databases.

· Develop reports for functional areas.
· Be able to present project status, or recommendations to all levels of the organization.
· Participate in process re-engineering in functional areas.
· Participate in the long-range planning for Jeppesen’s applications architecture.
· Participate as assigned in applications projects. 
· Participate in project planning, resource scheduling, and project analysis.
· Functional support of assigned business applications.
· Define requirements for applications, reports, modifications, and interfaces.
· Functional testing of applications, reports or modifications before systems are put into production.
· Process modeling for business processes.
· Develop documentation and training materials for systems.
· Conduct training of users for applications.
· Support the Accounts Receivables and Credit areas in identifying requirements, issues, and business needs, as well as helping to resolve system and process related issues.

	Quality Expectations:  All work is focused on supporting the company’s Quality Policy and achieving the company’s quality objectives regarding Customers, People, and Performance. This includes:


Deliver a service and product that meets the needs of the customers, for both internal and external customers, and development.
· Involving others and sharing information in a team environment.
· An individual’s work reflects initiative, reliability, consistency, accuracy, thoroughness, pride in workmanship.


	Reporting Structure

Reports To:  Manager Business Analysis and Support

Supervises:  Team members as assigned

Relationships: Business Applications Team, Enterprise Systems Group, and Internal customers. 


	Required Knowledge/Skills/Abilities

· Basic understanding of Development Life Cycle Methodologies.

· Basic knowledge of data modeling concepts like, E-R, Star Schema, Data Flow, or Process Flow. 

· Basic understanding of technical side of the applications.

· Proven knowledge of Accounts Receivable, Credit, order processing, invoicing and service.



	Education/Experience Requirements

· Bachelor’s degree in Computer Science or related discipline or an equivalent combination of education and work related experience.

· Experience participating in a functional role on a system implementation.

· 4-6 years experience in a functional user role.  

· Experience following configuration management and development lifecycle methodologies.

· Basic understanding of technical side of the applications.

· Aviation experience is a plus.



	Physical Dimensions

Physical Requirements:  N/A

Environment:  Standard Office Environment
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Note:  The statements contained herein are intended to describe the general nature and level of work being performed by employees assigned to this job.  Employees may be required to perform any other job-related duties as requested by their supervisor.
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