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JOB DESCRIPTION



Job: 			Business Analyst - Digital SEND Programme and Financial Projects 
Location: 		Midlands based  
Reports to: 		Senior Project Manager
Salary: 		£45k to £50k  
Contract term:	FTC (12 Months)
Travel Required:	National travel required in line with business requirements.

MAIN PURPOSE OF ROLE

You will be a key member of the Programme and Project Management team within Compass, supporting the Digital SEND Programme and a portfolio of financial projects. You will provide business analysis across digital, process, application, technology, data and finance-related changes, helping to ensure that agreed solutions improve services and deliver measurable organisational outcomes.
This role requires the Business Analyst to support successful programme and project delivery by translating SEND, Education, operational, digital, data and financial needs into clear and validated requirements.
The Business Analyst (BA) will work with the Project Manager and stakeholders across SEND, Education, Finance, Digital, Technology and operations to define requirements, features, controls and improvements, and to understand and describe the impact of change on services, people, processes, data and systems. The BA will ensure all deliverables are comprehensive, consistent, accessible and appropriately documented.

KEY ACTIVITIES
· Support business analysis across the Digital SEND Programme and financial project portfolio from discovery through to implementation and benefits realisation.
· Engage SEND, Education, Finance, Digital, Technology and operational stakeholders to understand strategic objectives, service needs, pain points and priorities.
· Analyse current-state processes, systems, user journeys, data flows and financial controls, and define clear future-state processes and requirements.
· Document financial requirements, business rules, approval routes, controls, reporting needs, data definitions and reconciliation requirements.
· Support options appraisal, feasibility assessment and business case development by identifying costs, benefits, risks, dependencies and measurable outcomes.
· Maintain end-to-end requirements traceability across scope, solution design, testing, acceptance criteria, implementation and benefits.
· Identify cross-workstream dependencies, data impacts, risks and process changes, escalating gaps or conflicts to the Project Manager.
· Support benefits definition, baseline measures, business readiness, adoption and post-implementation evaluation.
· Gather, analyse, validate, prioritise and manage business, user, data, system, functional, non-functional and financial requirements throughout the delivery lifecycle.
· Plan, manage and facilitate workshops, observation and prototyping sessions with SEND, Education, Finance, Digital, Technology and operational stakeholders.
· Produce high-quality functional and non-functional specifications, user stories, epics, acceptance criteria, process maps, data requirements, business rules and supporting programme and project documentation.
· Support Agile, Waterfall or hybrid teams through solution design, development, testing, implementation and transition into business-as-usual.
· Work with the Project Manager and delivery teams to manage scope, requirements change, dependencies, risks, decisions and deliverables throughout implementation.
· Define testable acceptance criteria and support system testing, User Acceptance Testing, data validation, financial reconciliation, business readiness and implementation assurance.
· Consider relevant compliance requirements when defining and documenting business requirements and proposed solutions.

KEY SKILLS
· Strong influencing, workshop facilitation and stakeholder management experience, including the ability to reconcile competing priorities.
· Experience eliciting, analysing and validating requirements from diverse stakeholder groups, including SEND, Education, Finance, Digital, Technology and operations.
· Excellent communication skills, with the ability to present complex processes, data, technical and financial information clearly and act as a translator between business and delivery teams.
· Solid experience of delivery using Agile, Waterfall (or Hybrid) project management methodology with Scrum software development experience desirable.
· Excellent documentation skills, including user stories, epics, acceptance criteria, requirements catalogues and prioritised product backlogs, with effective control of maintenance and scope changes.
· Experience creating functional and non-functional specifications, process maps, data requirements, business rules and technical documentation.
· Experience supporting change management, business readiness and the sustainable adoption of improved Digital SEND and financial processes and solutions.
· A Self-organised starter and highly collaborative. Able to work alone or within an Agile Team, escalating/reporting risks and issues in a timely manner.
· Strong analytical and problem-solving skills, with the ability to translate complex SEND, operational, technical, data and financial needs into clear requirements and practical recommendations.
· Strong current-state and future-state process analysis skills, including gap analysis, control review and identification of improvement opportunities.
· Ability to analyse data requirements, data quality, integrations, reporting needs and reconciliation rules.
· Experience contributing to business cases, options appraisals, benefits definition and benefits realisation.
· Ability to manage structured requirements documentation and support clear links between analysis outputs and delivery outcomes.
Technical
· Competent on O365 applications (Word, Excel, Teams, Outlook, PowerPoint, Visio).
EDUCATION & EXPERIENCE 
· 3 to 5+ years of experience as a Business Analyst
· Must have a good standard of education ideally to degree level, and good maths skills OR demonstrate equivalent skills and ability
· Proficient in BPMN
· Familiar with process mapping tools such as Lucidchart, Visio, Draw.io etc
· Industry recognised qualifications are a bonus
· Ideally aware of and experienced in latest process mapping tools and techniques using AI 
· Business analysis experience with a proven track record of supporting multiple concurrent and interdependent projects or programme workstreams in a fast-paced environment.
· Knowledge of and demonstrable experience using business analysis techniques for process, data and requirements analysis throughout the programme and project lifecycle.
· Strong digital, technical, data and financial aptitude, with confidence working across enterprise systems and finance-related change.
· Able to demonstrate basic understanding of the deployed technologies across the enterprise and of multiple system platforms 
· Demonstrable strong written, presentation, communication and negotiation skills and can articulate complex solutions 
· Proven experience supporting complex digital transformation programmes or multi-project environments.
· Experience analysing financial processes, controls, reporting, budgeting, forecasting, purchasing, payments or finance-related systems.
· Experience within SEND, education, care or another regulated service environment would be advantageous.
· Knowledge of safeguarding, data protection, information security and financial governance considerations within change delivery.
· Experience translating programme objectives into detailed requirements, measurable outcomes and benefits realisation activities.
MEASURES OF SUCCESS

· High-quality business analysis support for the Digital SEND Programme and financial project portfolio.
· Complete, validated and traceable requirements aligned with agreed scope, outcomes, testing and acceptance criteria.
· Effective analysis of SEND, operational, data and financial processes, controls and improvement opportunities.
· Clear contribution to business readiness, successful adoption and measurable benefits realisation.
· Delivery of agreed business analysis outputs to required time, cost and quality standards.
· Positive stakeholder feedback across SEND, Education, Finance, Digital, Technology and operations.
· Successful translation of business, user, data and financial requirements into clear specifications, user stories and acceptance criteria for internal teams and third-party partners.
· Customer satisfaction survey results
· Positive contribution to resolving team issues and aid other team members as required
· Consistent demonstration of company values through collaborative working, respectful challenge, professional conduct and values-led decision making.

GENERAL

· Operate with pace, purpose and professionalism.
· Actively demonstrate and role model the company values in all aspects of the role, ensuring they guide decision-making, stakeholder engagement, delivery approach and professional behavior.
· Undertake training and development deemed necessary for the pursuance of the post.
· Comply with all company policies & procedures.
· Attention to detail, ability to follow instructions and take ownership of workload.

ORGANISATIONAL

· Ensuring compliance with safeguarding procedures, throughout all work within the Company, keeping the manager informed of work in progress and inform the manager immediately of any child protection matter or serious complaint.
· To fulfil Health & Safety responsibilities.
· To work within the provisions of the Data Protection Act, observing strict confidentiality in relation to all aspects of work undertaken.
· Comply with key company policies including; 
· Equal Opportunities Policy and Procedure in all employment practices
· No smoking policy
· IT Acceptable usage, Information Security and Data Protection policies 
· Travel to Compass Community offices and locations may be required as part of the role.
· Ensure analysis activities and proposed Digital SEND and financial solutions comply with safeguarding, information security, data protection, financial governance and organisational policy requirements.
· The nature of the business means that tasks and responsibilities are sometimes unpredictable. Employees are therefore expected to work flexibly when the occasion arises where tasks, which are not specifically covered in the job description, need to be undertaken.
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