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JOB DESCRIPTION & PERSON SPECIFICATION

	SERVICE AREA: Transformation and Finance

	DATE PREPARED: 

	SECTION: Digital and ICT

	GRADE: 9

	JOB TITLE: Solution Analyst

	EVALUATION RESULT: 308

	EVALUATION DATE: 7 August 2023
	JE NUMBER: NC4914




	ROLE & PURPOSE OF JOB:  
Provide subject matter expertise on business change throughout the different stages of technology projects, including discovery, delivery, and evaluation. The main goal is to ensure that any changes and new solutions are implemented and adopted effectively for our staff, customers, and services.

Work with other subject matter experts, as directed by the team manager. Will lead on business change activities, ensuring that solutions provide high quality standards, are relevant, fit for purpose, and functions that support business need, improving service delivery through efficiency and improved experiences.  

Working with the digital transformation team and business areas the role includes assessing the feasibility of creating and selecting solutions whilst maintaining business continuity and minimising disruption to services.

The post holder together with the Communications, Adoption and Training lead will be responsible for planning and delivering relevant information for training and adoption activities resulting from business changes, ensuring effective communication and a smooth transition for any digital solution into the business.




	PRINCIPAL ACCOUNTABILITIES:
Please note decision making must be included within the Principal Accountabilities

	1.
	Customer Focus – Ensures services strategies and ICT plans are understood and translated into the plans projects which are fed into the digital transformation pipeline of activity where necessary.  Influences customers to comply with ICT standards, policies, and procedures to maximise the value of ICT assets and encourages use of particular tools and techniques where appropriate.

Working with the digital transformation team and business areas the role includes assessing the options and feasibility of digital solutions whilst maintaining business continuity and minimising disruption to services.

Additionally, will work to ensure that the applications and infrastructure meet high quality standards and are relevant, fit for purpose, and support business needs, improving service delivery and enhancing user experiences.  


	2.
	Performance Management - Assists the digital transformation team and 3rd parties with discovery and assessment of in-scope services to create a catalogue of innovations and associated solutions that clearly indicates the assessment for digital transformation, including the strategies of Application, Automation, Data and AI. 

Participates in assessment interviews and discussions to determine suitability and impact of transforming business requirements to digital solutions and formulate detailed transformation plans. 

Take responsibility for solution troubleshooting on behalf of the business areas to ensure a smooth transition to the new digital environment.

Utilise fully the key data sources that enable the business to measure delivery of services including identifying any issues in terms of reporting requirements, access to or quality of information, and working with stakeholders to improve the quality and accuracy of measures and reduce waste.


	3.
	Statutory Obligations – Ensures Services can meet their statutory obligations through effective use of ICT.

	4.
	Through working with ICT, Business areas and 3rd parties, provide all information regarding business system architecture, connectivity, usage, interaction and integration with other systems, and other architecture-related information.  Serve as a primary business or functional point of contact for 3rd parties for business process requirements and related decisions.   Provide information about systems and business processes when required and participate in design and planning workshops. 


	5.
	Working with solution architects, project managers, 3rd parties and the business areas, develops plans and UAT documentation, co-ordinates and oversees the complete end-user testing activities. Identifying and communicating any issues.


	6.
	Represent business system owners and acts as the interface between the digital solutions and the business/service areas. Identifies and manages line of business leads and continuously drives engagement. 


	7.
	Under the direction of the solution architects and project managers, drives the business system prioritisation and co-ordinates and drives the pipeline of business activities.  Supports scheduling decisions and identifying roadblocks. 


	8.
	Assist with the tracking of business issues and risks. Communicates progress on a required and regular basis.


	9.
	Under the supervision of the team leaders will lead, and drive business process change activities as necessary.
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	CORPORATE JOB REQUIREMENTS (Do not delete or amend any of this section)

	1. POLITICAL RESTRICTIONS
THIS POST IS POLITICALLY RESTRICTED UNDER THE PROVISION OF THE LOCAL GOVERNMENT AND HOUSING ACT 1989 ON THE BASIS OF THE FOLLOWING CATEGORY:
THIS POST IS NOT POLITICALLY RESTRICTED


	2. DIGNITY AT WORK
To show, at all times, a personal commitment to Looked after Children and treating all service users, customers and colleagues in a fair and respectful way, which gives positive regard to people’s differences and individuality (for example, gender, gender identity, nationality or ethnic origin, disability, religion or belief, sexual orientation, age).  Assists in ensuring equal access to services and employment opportunities for everyone and promotes the Council’s Equal Opportunities in Employment Policy.

	3. HEALTH AND SAFETY
The Health and Safety at Work etc. Act 1974 and associated legislation places responsibilities for health and safety on Hull City Council, as your employer and you as an employee of the council. In addition to the Councils overall duties, the post holder has personal responsibility for their own health, safety and wellbeing and that of other employees; additional and more specific responsibilities are identified in the Council’s Corporate H&S policy.

	4. GENERAL
The above principal accountabilities are not exhaustive and may vary without changing the character of the job or level of responsibility. The postholder must be flexible to ensure the operational needs of the Council are met.  This includes the undertaking of duties of a similar nature and responsibility as and when required, throughout the various work places in the Council.



	
DIMENSIONS:  
All sections should be completed – if there aren’t any state ‘none’

	1.	Responsibility for Staff:	None

[bookmark: Text9]2.	Responsibility for Customers/Clients:	Acts as the point of contact for business customers/service areas

3.	Responsibility for Budgets: None	

[bookmark: Text11]4.	Responsibility for Physical Resources:	Responsible for the safe and secure handling of project and programme documentation.


	WORKING RELATIONSHIPS:
All sections should be completed – if there aren’t any state ‘none’

	[bookmark: Text12]1.	Within Service Area/Section: Daily contact with project members and other ICT colleagues and service representatives to deliver excellent services

[bookmark: Text13]2.	With Any Other Council Areas: Close links with colleagues in business areas to ensure business change is identified and undertaken and ensures programme deliverables meet business needs. Keeps service areas well informed and with accurate information.

[bookmark: Text14]3.     With External Bodies to the Council: Communicates to build working relationships with external suppliers and contractors.





	ORGANISATION CHART: Please Provide Job Titles and Grades  


	
	
	
	Immediate Line Manager
Solution Architecture Team Manager

	
	
	

	Other jobs (peers) that report to immediate line manager
Solution Architect x 2
Solution Project Manager
Comms, Adoption and Training Lead
Project Assistant
	
	This Position

Solution Analyst x 2

	
	
	

	
	
	Direct Reports
None








	
	Supporting Information 
(if applicable)

	PHYSICAL DEMANDS:
Physical Effort and/or Strain – (tiredness, aches and pains over and above that normally incurred in a day to day office environment).
	N/A

	WORKING CONDITIONS:
Working Conditions – (exposure to objectionable, uncomfortable or noxious conditions over and above that normally incurred in a day to day office environment). 
	N/A


	EMOTIONAL DEMANDS:
Exposure to objectionable situations over and above that normally incurred in a day to day office environment.
	N/A






	
PERSON SPECIFICATION
	Cross  relevant column
	List code/s*

	The information listed as essential (the column that is shaded) is used as part of the job evaluation process.  The requirements identified as desirable are used for recruitment purposes only.
*Codes: AF = Application Form, I = Interview, CQ = Certificate of Qualification, R = References (should only be used for posts requiring DBS’s), T = Test/Assessment, P = Presentation
	Essential
	Desirable
	How identified 

	1. 
	Qualifications:

	
	HNC and/or HND level qualification or equivalent level of experience. 
	X
	
	AF, QC

	
	Business Analysis / Process Improvement qualification (e.g. LEAN, Six Sigma, Vanguard Systems Thinking) or equivalent experience
	X
	
	AF, QC

	
	Evidence of continuing professional development and/or membership of a professional body.
	X
	
	AF, QC

	
	Change or Project Management e.g. Prince2, CHAMPS, 
	
	X
	AF, QC

	
	
	
	
	

	2. 
	Relevant Experience:

	
	Experience of delivering and planning services at an operational level
	X
	
	AF

	
	Experience of successfully managing activity and performance targets 
	X
	
	AF,I

	
	Ability to build and maintain effective teams, ensuring the health, safety and wellbeing of all staff within the team.  
	X
	
	AF,I

	
	Specialist experience surrounding business change, business systems process design and data flow and how it effects the operations of the organisation.
	X
	
	AF,I

	
	Experience in undertaking feasibility-type studies or debates to produce ideas and argue/contrast these to determine the best course of action
	X
	
	AF,I

	
	Experience of extracting business requirements to enable the development of fit for purpose digital solutions.
	X
	
	AF

	
	Experience of Application Testing - Scripts development, issue tracking & resolution
	X
	
	AF,I

	3. 
	Skills (including thinking challenge/mental demands):

	
	Ability to manage customer expectations and issue resolution
	X
	
	AF,I

	
	Vendor management (3rd party) skills including liaison with suppliers for issue resolution, implementations, upgrades and project delivery.
	X
	
	AF,I

	
	Ability to extract, Analyse and Capture business requirements and translate these into ICT specifications and plans to provide effective digital solutions.
	X
	
	AF,I

	
	Proven ability to successfully manage change as a result of ICT implementations
	X
	
	AF,I

	
	Ability to troubleshoot business application ICT issues 
	X
	
	AF, I

	
	
	
	
	

	4. 
	Knowledge:

	
	Change management skills to an expert level
	X
	
	AF,I

	
	Uses expert knowledge to be able to make decisions on the most appropriate ICT solutions based on business analysis and requirements gathering.
	X
	
	AF,I

	
	Working Knowledge of appropriate Project methodologies e.g. PRINCE, Agile, Waterfall etc. 
	X
	
	AF,I

	
	Some knowledge of Cloud based solutions (SaaS, IaaS and PaaS) 
	X
	
	AF,I

	
	Specialist detailed knowledge of relevant business systems and implementations, including technical specifications, installation, config, technology architecture, data flows and interfaces.
	X
	
	AF,I

	
	Broad software development/provider environment knowledge with current and upcoming architecture and technology e.g. Cloud, serverless, integration/API technology’s 
	
	X
	AF,I

	5. 
	Interpersonal/Communication Skills:
Verbal Skills

	
	Ability to tactfully challenge questionable practices and behaviours in order to continuously improve the service provision to ICT customers
	X
	
	A, I

	
	High level of communication and interpersonal skills. Clearly spoken with good telephone, face-to-face and presentation skills
	X
	
	AF, I

	
	Ability to communicate effectively at all levels, i.e. colleagues, managers, Senior Officers and Members
	X
	
	AF, I

	
	Ability to effectively manage expectations and demand for Services
	X
	
	AF, I

	
	
	
	
	

	
	Written Skills

	
	Report writing as subject specialist or as delegated by team manager to a variety of stakeholders, e.g. working group or senior manager
	X
	
	AF,I

	
	Create necessary project documentation as required
	X
	
	AF,I

	
	Demonstrates professionalism at all times, using tact and diplomacy when dealing with colleagues and customers.
	X
	
	I

	6.
	Other:
	
	
	

	
	Demonstrates professionalism at all times, using tact and diplomacy when dealing with colleagues and customers.
	X
	
	I

	
	
	
	
	

	
	
	
	
	












	

	The requirements listed below are not considered during the job evaluation process, but are essential requirements for the role that will be assessed during the recruitment process.

	7. 
	Values and Competencies:

	
	The values and competencies listed below are all essential requirements for working at Hull City Council in any post; however, those that have been marked as essential have been identified as key for this role and will be measured as part of the selection process.  They are not required to be addressed in your application form.

	
	Values:

	
	People First
	[bookmark: Check3]|X|
	N/A
	I

	
	Respect
	|X|
	N/A
	I

	
	Learning
	|X|
	N/A
	I

	
	Ambition
	|X|
	N/A
	I

	
	Partnership
	|X|
	N/A
	I

	
	A copy of the Council’s Values and Behaviours can be accessed via the Council’s website – www.hullcc.gov.uk/jobs

	
	Competencies:

	
	Leading forward
	|X|
	N/A
	

	
	Improving services
	|X|
	N/A
	

	
	Analysis and decision making
	|X|
	N/A
	

	
	Making things happen
	|X|
	N/A
	

	
	Communicating with impact 
	|X|
	N/A
	

	
	Collaboration 
	|X|
	N/A
	

	
	Developing self and others
	|X|
	N/A
	

	
	A copy of the Competency Framework can be accessed via the Council’s website – www.hullcc.gov.uk/jobs

	8. 
	Additional Requirements:

	
	Cross as an essential requirement if the candidate requires a Baseline Personnel Security Check (BPSS).
	|X|
	N/A
	

	
	
	|_|
	N/A
	

	
	
	
	
	




	9. 
	Disclosure of Criminal Record:

	
	The successful candidate’s appointment will be subject to the Council obtaining a satisfactory - BASIC Disclosure from the Disclosure & Barring Service (if crossed as an essential requirement). 
	|X|
	N/A
	DBS Disclosure
OR
Basic Disclosure

	
	If the postholder requires a Standard or Enhanced DBS disclosure (with or without barred list check) the candidate is required to declare full details of everything on their criminal record.
	|_|
	N/A
	AF(after short listing)

	
	If the postholder does not require a DBS disclosure, or requires a Basic Disclosure check only, the candidate is required to declare unspent convictions only.
	[bookmark: Check5]|X|
	N/A
	AF(after short listing)
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