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Job Title:  Business Process Analyst 

Department:  Campus Housing 

Reports To:  Assistant Director, Shared Services 

Jobs Reporting: Coop or part-time student staff 

Salary Grade: USG 10 

Effective Date: September 2022 

 

Primary Purpose 

The Business Process Analyst leads departmental process improvement initiatives while supporting 
complex projects, business model analysis, process design and system analysis. Reporting to the 
Assistant Director, Shared Services, the Business Process Analyst will be an advocate, advisor, and 
facilitator for process improvement initiatives across all functional units in the department to continuously 
improve the organization in line with institutional and departmental mission, vision, values, and objectives. 
In cooperation with management, this strategic oriented role makes a vital contribution toward finding and 
implementing improvements at the process level that will lead to greater value for the students we serve.  
 

Key Accountabilities 
 

Support System Configurations and Lead Process Improvement Activities 

• In collaboration with Information System Analysts, Information Systems and Technology (IST) staff, 
vendors, and others as appropriate, develops a thorough understanding of the required technical 
configuration and system setup to ensure processes are optimized. Advocates for change to 
improve optimization where needed with managers and senior management.  

• Supports Information System Analysts to ensure the enterprise system module(s) and other 
application configurations are functioning at optimal levels and provide advice and guidance where 
needed to make improvements.  

• Identifies configuration inefficiencies and causes to recommend solution(s) to colleagues, managers 
or senior managers. 

• Directly supports all departmental system updates and provides advice or leadership in the adoption 
of new features and capabilities to support ongoing maintenance and sustainability of the systems 
and the underlying processes. 

• Identifies technical transition and cutover requirements for updates to new and existing systems.  

• Hires, trains, and supervises coop student(s) to support process improvement as required.  

Provide Expertise in Business Analysis, Requirements Gathering, Facilitation, and 
Troubleshooting, and Security Administration 

• Elicits, analyzes, validates, specifies, verifies, and manages the requirements of stakeholders. 

• Meets with decision makers, system owners, and end users to define business and operations 
requirements and process improvement goals and identify and resolve process issues. 

• Critically evaluates and interprets business requirements and processes, reconcile conflicts and 
assess impacts of changes to interdependent functional processes and systems.  

• Identifies functional requirements using interviews, document analysis, requirements workshops, 
surveys, site visits, business process descriptions, use cases, scenarios, and business analysis. 
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• Plays a prominent role in the improvement of processes by researching issues, unexpected results 
or process flaws and recommend solutions or alternate methods to meet process and workflow 
requirements. 

• Supports managers and end users through analysis, and if necessary, re-creation of the issue to 
determine the root cause (i.e., system configuration, data integrity, network, etc.) and provide 
resolution. 

• Investigates functional integration performance issues, bugs and errors and provides 
recommendations on required fixes. 

• Liaises between business teams, application vendors, IST, and others as necessary for system 
integrations, enhancements and issue fixes. 

• Supports the creation, maintenance and re-design of business and security administration for all 
processes and systems including reviews, audits, and changes.  

Support Housing System Continuous Improvement and Learning 

• Advises, recommends, and coordinates managers, end users, partners to improve processes and 
corresponding systems including enterprise and operational systems and application software. 

• Plays the leading role in reviewing and analyzing the effectiveness and efficiency of departmental 
processes and develop strategies to improve or enhance them. 

• Reviews and analyzes system and technology release notes and recommends course of action to 
management followed by coordinating appropriate action plans including testing, process revision 
and documentation updates. 

• Keeps informed about industry trends, emerging technology and business practice improvements 
that may advance the departmental processes and recommend to management those 
opportunities which may be beneficial and applicable. 

• Continuously increases application/tools knowledge by participation in user groups, training, and 
other relevant professional development opportunities.  

Provided Leadership and Support to Projects  

• Maintains an up-to-date list of process improvement projects that aligns to departmental objectives 
ranging from enterprise level work to practices carried out by individuals.  

• In collaboration with senior management, managers, and partners, leads and/or assists with the 
creation of business cases and other project related documentation, as required.  

• Leads or contributes to the successful completion of assigned projects related to the systems 
development life cycle (SDLC) to continuously improve the departmental processes.  

Lead functional testing to ensure processes meet departmental objectives 

• Identifies test scenarios, develops test scripts, and executes testing in support of system and user 
acceptance testing. 

• Oversees user acceptance testing of process improvements to ensure that all functional subject 
matter experts have the necessary information to test and execute any changes successfully. 

• Reviews testing results, ensures issues logs are maintained, and recommends resolution options to 
senior management, managers, and partners as appropriate.  

• Contributes to technical training to operational support teams and contribute to service management 
plans as required.  

 
*All employees of the University are expected to follow University and departmental health and safety policy, 
procedures and work practices at all times. Employees are also responsible for the completion of all health and 
safety training, as assigned. Employees with staff supervision and/or management responsibilities will ensure that 
assigned staff abide by the above, and actively identify, assess and correct health and safety hazards, as required.  
 

Required Qualifications  
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Education 

• Undergraduate degree or equivalent education and experience required 

• Certified Business Analyst Professional (CBAP) certification preferred 

• Knowledge of PMBOK (Project Management Body of Knowledge) principles and the SDLC (System 
Development Life Cycle) are required. 

• Professional development training in change management (e.g., Prosci) an asset 

Experience 

• 5-7 years of progressive business analysis experience is required. 

• 2-3 years’ experience working in an academic setting preferred 

• Business process optimization experience with significant exposure in reviewing processes to 
identify redundancies or inefficiencies. Proven success in redefining processes to achieve 
productivity gains is required. 

• Significant experience in requirements elicitation, preparation of functional design and configuration 
documents and training and user guides 

Knowledge/Skills/Abilities 

• Proven track record of effective analytical and problem solving within a team is required. 

• Must be able to understand complex situations, tasks, or problems to analyze them using a 
systematic approach and identify pattern that are not inherently obvious. 

• Proven ability to adapt and work effectively in a variety of situations is necessary.  

• Demonstrated ability to identify opportunities for process improvements in existing designs or by 
using new approaches which can then be used to inspire change within an organization.  

• A continuous improvement mindset and an exceptional focus on serving clients and co-workers are 
critical for success along with exceptionally strong detail and problem-solving skills. 

• Proven ability to engage and influence a diverse group of stakeholders at a variety of levels within 
an organization is necessary.  

• Ability to work in Agile, Waterfall, and hybrid delivery methods.  

• Advanced ability to use a variety of software including, but not limited to, Microsoft Word, Excel, 
Power Point, Project, and Visio 

 
Nature and Scope  
• Contacts:  Internally, communicates with employees in all groups within and outside the department to 

resolve issues related to area of responsibility. Strong interpersonal and communication skills are 
required to understand and document complex business requirements, facilitate workshops and 
negotiate with stakeholders to design solutions that meet overall department needs.   

• Level of Responsibility: Under the direction of departmental management this position is responsible 
for leading the business analysis activities of projects ranging from small to highly complex which 
requires input from a range of stakeholders at every stage.  

• Decision-Making Authority: Responsible for developing recommendations for review by 
departmental manager and senior managers to ensure the department is optimizing processes in an 
effective and efficient manner that meets departmental objectives.  

• Physical and Sensory Demands: Requires high attention to detail and must handle distractions, 
changing priorities and interruptions, while meeting required deadlines 

• Working Environment:  Minimal exposure to disagreeable conditions, typical of a position exposed to 
deadline pressures and accountability.   


