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	JOB TITLE: IT Business Analyst 
	GRADE: 13
	SALARY RANGE: $85,149 - $ 109,710
	JOB SUMMARYRow1: This position is located in the Office of Paid Family Leave (OPFL), IT Project Team. The mission of the Office of Paid Family Leave is to plan, develop, and administer a paid leave program for the District of Columbia under the provisions of the Universal Paid Leave Amendment Act of 2016 (“Paid Leave Act”).  The Paid Leave Act provides up to eight weeks of parental leave to bond with a new child, six weeks of family leave to care for an ill family member with a serious health condition, and two weeks of medical leave to care for one’s own serious health condition. On July 1, 2019, the District will begin the collection of taxes from employers and on July 1, 2020, the District will begin administering paid leave benefits. For more information regarding the Office of Paid Family Leave's mission, please visit: https://dcpaidfamilyleave.dc.gov/
	DUTIES AND RESPONSIBILITIESRow1: Elicit requirements using interviews, document analysis, requirements workshops, surveys, site visits, business process descriptions, use cases, scenarios, business analysis, and task and work flow analysis. Critically evaluate information gathered from multiple sources, reconcile conflicts, decompose high-level information into details, abstract up from low-level information to a general understanding, and distinguish user requests from the underlying true needs. Proactively communicate and collaborate with external and internal customers to analyze information needs and functional requirements and deliver the following artifacts as needed: (Functional requirements (Business Requirements Document), GUI, Screen and Interface designs). Drive and challenge business units on their assumptions of how they will successfully execute their plans. Develop requirements specifications according to standard templates, using natural language. Collaborate with developers and subject matter experts to establish the technical vision and analyze tradeoffs between usability and performance needs. Act as liaison between the business units, technology teams and support teams. Assists in the formulation of system scope and objectives; devises and/or modifies software application to solve complex problems considering computer equipment and capacity limitations, operating time, and form of results; assists in development of detailed project specifications from which programs can be written; develops tests, debugs, and documents programs and processes in the application software system. Monitors performance of applications and identifies and makes recommendation to address and identifies issues. Interfaces with software vendors to resolve any problems, and other issues related to third party applications. Recommends to supervisors modifications to existing applications to maintain/improve performance and ensures design and any changes are adequately documented. Assists in the development of software functional and systems requirements and specifications. Conducts feasibility studies and trade-off analysis. Defines and documents system scope and objectives. Consults with customers to refine functional requirements and translates functional requirements into technical design specifications. Determine and provide a necessary level of technical documentation during requirements gathering, based on technical services group standards and procedures and discussions with project staff, industry experience, and technical vendors.  Work closely with quality assurance resources to create test plans and ensure that issues are properly assigned, fixed, and regressed. Capture, define, analyze and develop basic conceptual data and process models, including workflow, wireframes, use cases, domain models, and activity diagrams. Perform gap-analysis to define and map current and future state processes.  Analyze complex data relationships to determine data requirements and model data.  Define best practices, processes, and standards in an effort to continuously improve efficiency within the business analysis discipline. Work with the quality assurance team to validate system acceptance and user acceptance test plans and test scripts to ensure error free applications, tools, and reports. Assists in analyzing testing results throughout a project.
	QUALIFICATIONS AND EDUCATIONRow1: Individual must possess IT-related education and/or experience as defined in the Information Technology qualification standard (2210 series), meeting basic requirements, at least one (1) year of specialized experience equivalent to the next lower grade (CS-12) level is required. Specialized experience is work that has equipped the applicant with the particular knowledge, skills, and abilities to successfully perform the duties of the position. Five (5) years of professional experience analyzing data needs, business needs, performing business process engineering, proposing business solutions and documenting requirements preferred. Mastery of and skill in applying business process engineering concepts and methods sufficient to lead/conduct studies designed to identify potential environment in the way information technology is applied to key business functions preferred.
	AGENCY: Department of Employment Services 


