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Hanover (Scotland) Housing Association Ltd
	JOB DESCRIPTION

	Position:
	ICT Project Analyst
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	Department
	Customer Services
	

	Reports to
	ICT Manager
	

	Grade:
	 6
	

	Date:
	July 2014
	


Purpose of Job

	The Information & Communications Technology (ICT) Project Analyst is responsible to the ICT Manager for project managing and effectively implementing new systems  (as detailed in the ICT strategy) and planning software upgrades in a controlled manner with minimum disruption to the organisation’s operations.


Main duties and responsibilities
1. ICT Service Project Implementations
1.1. To undertake the formal project management of ICT projects undertaken at the Association.
1.2. To produce project briefs (also known as project initiation documents) for all ICT projects.
1.3. To create and manage the communications for any project teams involved in ICT projects.

1.4. To create and maintain holistic project plans, along with project summaries and project performance reports.  This activity will involve the use of Microsoft Project.
1.5. To create plans for each stage of the project, and to review the progress on the project taking any necessary corrective action.

1.6. To ensure that the information required for the project team is available. Refreshing the project documentation on a frequent basis throughout the life of the project.
1.7. To ensure that the user training requirements are built into the project plan

1.8. To ensure that all relevant operational procedures, following the adoption of the new system, are either created or updated.

1.9. To assure the ICT Manager and Directors that all deliverables planned in the current stage plan have been completed as defined.
1.10. To identify any risks associated with the successful completion of the project, including the maintenance of risk-logs. 

1.11. To provide information to the ICT Manager to assess the continuing viability of the project

1.12. To provide the ICT manager with information to approve the current stage’s completion and authorise the start of the next stage, together with its delegated tolerance level.

1.13. To record and communicate any ‘lessons learned’ which can help later stages of the project and/or other future projects.

1.14. To obtain formal acceptance of the deliverables confirming the customers (ie the primary internal user) satisfaction.

1.15. To undertake post project reviews which analyse the extent to which the initial objectives have been met.  
2. Third Party software upgrades
2.1. To write a project description with the goals to be achieved.

2.2. To provide a clear product description with ‘before and after’ flow diagrams where necessary.
2.3. To design the implementation and testing plans for the product.

2.4. To monitor progress of this with regular updates to the ICT Manager.
2.5. To identify and assign resources for implementation and testing for the product along with any key dependencies.
2.6. To prepare estimates on costs and timescales.

2.7. To identify and record any risks which might impact on the successful completion of the project. 
2.8. To communicate with third party project managers on plans, issues, risks and agreed costs. 
2.9. To maintain pressure on suppliers to ensure delivery of the objectives within the agreed timescales.
2.10. To ensure that operational procedures, following the adoption of the new system, are updated.

2.11. To undertake an assessment of the training requirements for staff with the ICT Trainer and authorised users of the product.

2.12. To obtain sign off from authorised users of the product.

2.13. To complete a product handover report to the ICT service desk assuring all supporting documentation is amended.
3. Other duties

3.1. To maintain and promote the ICT project sites on Hanover’s intranet.
3.2. To work with colleagues to develop innovative ways of delivering projects effectively.
3.3. To provide cover on the ICT Service Desk as allocated on the rota (eg for lunch and holiday cover).

3.4. Any such other duties as appropriate and as discussed and agreed with the ICT Manager.

4. Involvement with Others

4.1. To liaise with colleagues to enable the Association to benefit from effective project management.
4.2. To assist and share knowledge and experience with colleagues as required.

4.3. To attend any courses, conferences as necessary to keep up to date with current developments in ICT project delivery.

5. Working Relationships

The list below provides an outline of relationships.

Internal

· Senior Managers;

· Other Staff; and

· Residents.

External

· Third party project managers.
· Third party account managers / engineers.

6. Other Details

Job context and other relevant information.  The post holder:
· must discharge their relevant duties and responsibilities under the Health & Safety Work etc. Act 1974, the Management of Health and Safety at Work Regulations 1999 (as amended) and all relevant Codes of Safe Working Practice and policies.  The Health and Safety at Work Act stipulates that it is the responsibility of every employee to observe all rules governing health and safety and such safety equipment as provided must be used.

· must have due regard to the Association’s current management arrangements for Data Quality. All employees have a responsibility to ensure that the data they collect, manage and report, including data from third parties is accurate, valid, reliable, relevant, complete and produced in a timely fashion to aid sound decision making and that appropriate procedures, systems and processes are in place to provide quality data.
· must work in accordance with the Association’s policies, procedures, information, instructions, and/ or training received.

This profile is indicative of the nature and level of responsibility associated with the post.  It is not exhaustive and the post holder may be required to undertake such other duties as may be required to meet the needs and responsibility of the Service and the Association.

Person Specification
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Job Title:
ICT Project Analyst
As part of the Disability Symbol accreditation, the Association has made the commitment to interview all applicants with a disability who meet minimum essential criteria for the post.

	Criteria
	Essential/Desirable

	1. Skills/Abilities/Knowledge
This section specifies the skills, abilities and knowledge the postholder must have to perform satisfactorily.
	

	· Excellent spoken and written communication skills, with a focus on the production of various project reports.
	Essential

	· Patient and understanding approach to customer requirements.
	Essential

	· An understanding of the needs to work with integrity and confidentiality.
	Essential

	· Demonstrates good decision-making skills. 
	Essential

	· Demonstrate methodical analysis and understanding of the ICT project life cycle.
	Essential

	· Problem solving and troubleshooting skills.
	Essential

	· Knowledge of Microsoft Office applications Office 2010/ 2013, InfoPath.
	Essential

	· Knowledge of Microsoft Windows Products in particular Visio and Project.
	Desirable

	· Knowledge of a wide range of Microsoft software systems (eg SharePoint 2010, SQL Server, Windows Server Operating systems, Terminal Server & HyperV).
	Desirable

	· Knowledge of Housing Management Systems .
	Desirable

	
	

	2. Experience

This section specifies the level and quality of experience required.
	

	· Will have at least one years experience of managing ICT projects to customers, an understanding of software development lifecycle.
	Essential

	· Proven experience of being able to deliver various project objectives.
	Essential

	· Effective communication and relationships with Third party suppliers.
	Essential


	3. Education/Qualifications
Degrees or diplomas obtained abroad are acceptable if they are of equivalent standard to UK qualifications.


	

	· Degree in an ICT subject area.
	Essential

	· Hold a vendors' certificate of competence e.g. PRINCE2 or other project management methodology equivalent. 
	Desirable


	4. Other

This section specifies other factors which may be necessary.


	

	· A commitment to quality of service.
	Essential

	· Full clean driving licence.
	Desirable


	5. Equal Opportunities

This Association is working actively to promote equality of opportunity both in its employment practices and in the delivery of its services.  It is essential that the postholder is willing to work in accordance with existing policies and codes of practice
	Essential
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