

CCDG Job Specification
	Job Title:
	Business Analyst


	Created on:
	28 May 2026


	Reports To:
	Service Designer


	Division:
	Infrastructure


	Overall Purpose of Role:
	The Business Analyst plays a leading role in helping Careers Wales design and deliver strategic and operational change across services, systems and ways of working. Working across organisational priorities, the role provides expert analysis and challenge to shape practical, evidence-based solutions aligned to organisational objectives, user needs and public service expectations in Wales. The post holder works with senior leaders, managers, operational teams and digital specialists to understand complex issues, define requirements and support service improvements that are inclusive, accessible, person-centred and deliverable through bilingual services.

	Education/Qualifications/Specific Training - essential
	Relevant degree or equivalent professional experience in business analysis, digital delivery, service improvement, organisational change or a related discipline.

Evidence of continuing professional development in business analyst methods and practise.



	Education/Qualifications/Specific Training - desirable
	Formal / professional business analyst qualification or equivalent training.



	Knowledge/Skills/Experience
(*=essential)
	*Strong experience of leading business analysis activity across complex change, service improvement or digital projects.

*Strong ability to work with senior leaders and stakeholders to understand strategic priorities, challenge constructively and shape workable, evidence-based solutions.

*Experience of analysing and improving end-to-end services, processes and customer journeys in a complex organisational environment.

*Strong experience of requirements elicitation, process mapping, workshop facilitation and options appraisal, with the ability to produce clear and robust analysis products.

*Ability to translate complex business, operational and technical issues into clear recommendations, decision papers and deliverable requirements.

*Experience of working across multidisciplinary teams, including service, operational, data, digital and supplier environments.

*Strong analytical, problem-solving and critical thinking skills, with the ability to use data, insight and evidence to inform decisions and prioritisation.

*Excellent written and verbal communication skills, including the ability to present complex information clearly for a range of audiences.

*Ability to influence, build credibility and gain consensus across a wide range of stakeholders where priorities differ.

*Understanding of accessibility, equality, diversity and inclusion, and the need to design and improve services so they are person-centred and available through bilingual channels.

*Experience of working with agile and/or hybrid delivery approaches, and of supporting governance, assurance and decision-making processes.

Knowledge of the Welsh public sector, employability, careers support, customer service or education-related service and of supporting digital transformation, service redesign, planning or performance improvement.

Welsh language skills or a willingness to develop confidence in supporting and improving bilingual services.

Familiarity with business analysis and collaboration tools such as Microsoft 365, DevOps, JIRA, Confluence or similar.

	Behavioural Traits

	Credible and collaborative, with the confidence to work effectively with senior leaders, managers and multidisciplinary teams.

Strategic and improvement-focused, with the ability to see the wider organisational context as well as operational detail.

Curious, analytical and resilient, with the confidence to ask insightful questions, challenge constructively and navigate complexity.

Inclusive and respectful in approach, demonstrating commitment to equality, diversity, accessibility and bilingual service delivery.

Organised, professional and proactive, with a strong commitment to quality, continuous improvement and shared organisational success.

	Key Inputs:
	Key Outcomes:


	1. Strategic business analysis and stakeholder management
	· Builds effective relationships with senior leaders, managers and operational teams to understand strategic priorities and service challenges.

· Provides high-quality analysis and constructive challenge to shape change activity and support informed decision-making.

· Ensures requirements and recommendations reflect organisational priorities, user needs and the public service context in Wales.

· Builds shared understanding and alignment across services, functions and delivery teams.

· Promotes inclusive engagement that recognises different user needs, communities and bilingual service expectations.

	2. Service redesign and organisational improvement
	· Leads analysis of current and future state services, processes and customer journeys to support redesign and improvement.

· Identifies opportunities to improve efficiency, effectiveness, customer experience and value for money across Careers Wales services.

· Develops options and recommendations to support prioritisation, investment decisions and change planning.

· Supports service improvements that are accessible, person-centred and deliverable through bilingual channels.

· Ensures analysis considers policy, operational, digital and organisational impacts in a joined-up way.

	3. Change delivery, communication, governance and assurance
	· Works across programmes, projects and service teams to ensure analysis activity supports effective delivery, testing, validation and implementation of practical, fit-for-purpose solutions.

· Maintains traceability between business need, requirements, design decisions and intended outcomes.

· Supports governance and assurance through clear documentation, options appraisal, impact assessment and reporting.

· Helps manage dependencies and risk through structured analysis and clear communication, ensuring change activity secures company-wide engagement and buy-in.


	4. Insight, performance and decision support
	· Produces high-quality analysis, reports, decision papers and other documentation to support leaders and teams.

· Uses data, insight, user feedback and operational evidence to identify trends, issues and opportunities.

· Presents complex information clearly and credibly, tailored to different audiences.

· Supports prioritisation and performance conversations through robust evidence and clear recommendations.

· Ensures documentation reflects governance requirements, accessibility standards and bilingual considerations.

	5. Customer insight and process design
	· Uses customer, colleague and partner insight to inform analysis, development and decision-making.

· Supports a user-centred approach to process design and improvement across Careers Wales services.

· Ensures proposed changes are practical and reflect the needs of different user groups, including accessibility, inclusivity and bilingual service requirements.

· Identifies opportunities to improve efficiency and enhance user experience, through better design and analysis.



	Health and Safety Statement
	Every employee has a responsibility under the Health and Safety at Work Act to:

· Comply with the Health and Safety Policy, the Health and Safety Management Plan and all company safe work practices
· Ensure the safety of themselves and others in the workplace
· Immediately report any unsafe condition, dangerous occurrence or injury to their line manager
· Ensure they are able to competently and safely perform any work they undertake
· Co-operate with the Company on all matters of health and safety
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