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POSITION TITLE:	Business Improvement Analyst
LOCATION:	Auckland
REPORTS TO:	General Manager Business Improvement
DIRECT REPORTS:	nil	
PURPOSE:  The Business Improvement Analyst is responsible for supporting the delivery of strategic and operational business improvement initiatives and acting as a key business analyst to enable successful project delivery. This role works collaboratively across the organisation to scope, analyse, and document business requirements, develop business cases, collaborate on solution design, create user stories, and support project teams. The Business Improvement Analyst plays a critical role in identifying opportunities for process improvement, facilitating change, and ensuring solutions are aligned with organisational goals and project objectives.


	KEY ACCOUNTABILITIES:
	KEY RESPONSIBILITIES:

	1. Business Analysis & Requirements Gathering

	· Scope, gather, and document business requirements through interviews, workshops, and analysis.
· Translate business needs into clear, actionable requirements for project teams.
· Validate requirements with stakeholders and ensure traceability throughout the project lifecycle.
· Support project managers and delivery teams with business analysis expertise.


	2. Business Case Development
	· Prepare comprehensive business cases to support project proposals and investment decisions.
· Analyse data, costs, benefits, and risks to inform recommendations.
· Present findings and recommendations to senior management and decision-makers


	3. Process Improvement & Service Design

	· Map and analyse current business processes to identify inefficiencies and opportunities for improvement.
· Develop process maps, service blueprints, and improvement plans.
· Support the implementation of new processes, systems, and ways of working.


	4. Project Documentation & Delivery Support

	· Develop and maintain project documentation, including requirements specifications, process maps, and user stories.
· Support project delivery teams with clarifications, change requests, and issue resolution.
· Ensure documentation is accurate, up-to-date, and aligned with organisational standards.
· Contribute to project planning, execution, and reporting as required


	5. Stakeholder Engagement

	· Facilitate workshops, meetings, and communications with internal and external stakeholders. 
· Build strong relationships to ensure buy-in and effective collaboration. 
· Communicate complex concepts in a clear and accessible manner.


	6. RFP & Vendor Engagement
	· Structure the RFP document, outlining scope, objectives, evaluation criteria, and timelines.
· Coordinate with vendors to define what is needed, how they should respond and propose the recommendation to the Sponsor.
· Develop scoring models, coordinate proposal reviews, and compare vendor responses against requirements.


	7. Continuous Improvement
	· Identify opportunities to improve business processes, systems, and organisational performance.
· Contribute to the development and enhancement of business analysis frameworks, tools, and templates.
· Share knowledge and best practices across the organisation.


	8. Health & Safety
	· Comply with health and safety legislation and regulations.
· Take responsibility for personal health and safety and ensure actions do not harm others.
· Contribute to the development and implementation of health and safety policies and procedures.


	9. Other Duties
	· Carry out other duties as required to support business improvement and project delivery.
· Duties and responsibilities may be amended from time to time to meet changing organisational needs.




INTERNAL FUNCTIONAL RELATIONSHIPS: 	
· Executive Team.
· Business Improvement Team
· Project Team.
· All Business Units, IT, Finance, HR.
EXTERNAL FUNCTIONAL RELATIONSHIPS:
· Vendors, Consultants, Partners, Funders, local government regulators.

PERSON SPECIFICATION:
Qualifications, Skills, Knowledge and Experience 
· Bachelor’s degree in Business, Information Systems, or a related field.
· 3+ years’ experience in business analysis, business improvement, or a similar role.
· Proven experience in process mapping, requirements gathering, vendor engagement and business case development.
· Strong analytical skills with the ability to translate business needs into requirements.
· Experience preparing business cases and project documentation.
· Familiarity with project management methodologies (Agile, Waterfall, Hybrid).
· Certification in Business Analysis (CBAP, CCBA, or equivalent) preferred.
· Technical business requirement writing experience is beneficial.
Personal Attributes
· Strategic thinker with strong organisational and analytical skills.
· Excellent communication, facilitation, and stakeholder engagement abilities.
· Ability to manage multiple priorities and work effectively in complex environments.
· Passion for improving business processes and organisational outcomes.
· Demonstrated ability to adapt and implement business analysis tools tailored to organisational needs.
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