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Job Description: Business Analyst


	Company
	Telnet Services Limited

	Department
	Finance

	Position Title
	Business Analyst 

	Location
	Primary:   Queen Street
Secondary:  Northwest, Auckland

	Work Type
	Permanent Full Time

	Reports to
	Company Accountant

	
TELNET’s PROMISE
Our promise underpins everything we do at Telnet including the way that we deal with each other, our clients, our partners and how we handle every interaction we have with your customers.
· We add value for our customers
· We are easy to deal with
· Our frontline is the No 1 priority
· We Care

	Work Hours
	Normal work hours: 8.30am-5.00pm, Monday – Friday
The role is salaried and work beyond those hours may be required from time to time

	Alcohol/Drug Testing Required
	Yes                          No    [image: ]


	Ministry of Justice 
	Yes        [image: ]        No    [image: ]

	Purpose of the Position
	The key objective for the Business Analyst is provide business analysis expertise in support of the finance team and the wider business, and to identify and translate business problems to facilitate the development of solutions.


	Key Accountabilities
	· Reporting. Design and development of reports for Internal and External Users.
· Develop and provide specifications and test scenarios the enable IT to develop solutions.
· Ad Hoc reporting and analysis
· Staying abreast of new trends and tools to ensure best up to date practice is used in the role.
· Perform other tasks and activities as required by the business from time to time


	Competencies
	· Tertiary Qualification in business analysis
· Highly developed communication skills (verbal and written) 
· Advanced EXCEL skills
· SQL knowledge& experience – ability to interrogate SQL databases
· Ability to multi-task and manage multiple simultaneous projects
· Customer Focused
· Fast and accurate data entry skills
· A high level of accuracy and attention to detail
· Competency in other Microsoft Office Products


	Skills
	· Highly developed interpersonal skills and ability to work with a broad range of people
· Highly motivated with strong influencing skills
· Takes responsibility and accountability
· Enjoys a fast-paced environment
· Enjoys being part of a team and can build relationship easily
· Works as a participative team member
· Actively shares views and ideas and encourages colleagues and peers to do the same
· Self-driven and pro-active
· Adaptable and flexible
· Has integrity and is trustworthy
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