
FRISCO
HUMAN RESOURCES DEPARTMENT

POSITION DESCRIPTION

TITLE: Business Process Analyst LAST UPDATED: 05/04/2016
DEPARTMENT: Engineering JOB CLASS:
REPORTS TO: Director of Engineering FLSA DESIGNATION: Exempt

Summary: Under general supervision of the Department Director, the Junior Business Analyst will
act as the liaison between department and division stakeholders, technical staff and vendors. In
this capacity, the Junior Business Analyst will deliver detailed analysis of processes, system
requirement documentation, software specification, project management assistance, inter
departmental communication and training, ultimately to provide solutions for improvement of
business process efficiency.

The intent of this position description is to provide a representative summary of the major duties
and responsibilities performed by incumbent(s) in this position, incumbent(s) may not be required
to perform all duties in this description and incumbent(s) may be required to perform position-
related tasks other than those specifically listed in this description.

Essential Job Functions:

Gather, document and analyze business processes; recommend changes and facilitate
communication between departments and divisions for shared solutions.
Assist departments with software specifications for procuring new solutions based on their
documented requirements to ensure the software solves the business problem and works
with existing systems.
Document specifications for third party application development; work with the vendor, IT and
department throughout the development effort to ensure appropriate project scope.
Serve as key resource in department system implementations. Assist with project
management, act as liaison with the vendor and communicate results.
Collaborate with stakeholders to identify needs and document requirements for existing system
enhancements.

Understand department's long term strategy; assist with planning for department wide
application deployment and development of legacy systems.
Document change management policies and procedures for system stability and
communication of changes to the users.
Assist departments with business process evaluation and documentation.

Other Important Duties:
Work with Application Support team to resolve configuration process issues with existing
systems and train users when needed as a resource.
Travel to off-site meetings, conferences and training.
Perform other related duties as assigned.
Serve on various technology and organizational teams as needed.
Regular and consistent attendance for the assigned work hours is essential.

Required Knowledge and Skills and Abilities:
Capability to identify and document user requirements and translate them into functional and
technical specifications.
Ability to communicate clearly and concisely, both verbally and in writing about technical
subjects to non-technical users in a manner in which they can easily understand.
Ability to understand business processes and document process issues in departments.
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