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Part 1: JOB DESCRIPTION
JOB TITLE:
Business Analyst (MS Dynamics NAV / Business Central) 


9 months Fixed-Term Contract
DEPARTMENT:
Income and Finance
TEAM:                            Finance
LOCATION:
Ewell

1. POSITION IN ORGANISATION
· Reports into: Assistant Director of Finance
· Line Manages: N/A
· Contacts which the post holder has within and outside the organisation: staff at all levels within Samaritans, volunteers, suppliers, advisors and partners.

2. MAIN PURPOSE OF JOB
· To lead the implementation of the new MS Dynamics NAV / Business Central finance system at Samaritans.

3. KEY RESPONSIBILITIES
· Project management: Leading the project on a day-to-day basis. Includes timetabling, risk management and producing documentation.

· Engagement with stakeholders: Work closely with the Finance team and other end users to ensure good engagement and prioritisation of the project.
· Supplier relations: Act as the main point of contact with the supplier, liaising regularly to review progress, update the project plan and action tracker.
· Business requirements: Build on previous work to formally document business requirements and ensure these are delivered by the system. Work with the finance team to optimise business processes before implementation in the new system.  
· Added value: Work with the supplier to scope and deliver additional system functionality, including single sign-on and integration with other systems.
· Configuration and testing: Work with the supplier and finance team to complete system configuration, test planning, UAT and system walkthrough, ensuring that any issues are flagged at the earliest opportunity.
· Data migration: Carry out migration of data from the legacy system to MS Dynamics NAV / Business Central, ensuring data integrity is maintained.
· End user training: Carry out training of system end users in advance of go-live to ensure a smooth transition.
· Go-live and parallel running: Plan and oversee the system go-live, including parallel running with the legacy system for a period to ensure minimal disruption to finance processes.

General Duties of a Samaritans’ Staff Member 
· Contribute to the effective and efficient running of the Central Office as appropriate.
· Participate, as appropriate, in staff forums and meetings.
· Adhere to Samaritans’ policies and procedures.
· Represent the Central Office appropriately across the organisation and Samaritans to the wider community as appropriate.
· Treat all colleagues, volunteers and members of the public with dignity and work within and adhere to Samaritans’ equal opportunities statement and policies.
· Carry out reasonable requests made that are within the broad remit of the role
Part 2: PERSON SPECIFICATION

4. SKILLS, KNOWLEDGE AND EXPERIENCE
Essential
· Previous experience of successfully implementing Microsoft Dynamics Nav / Business Central in a similar size organisation or larger is essential
· Detailed understanding and experience of finance processes and systems, including nominal ledger and purchase ledger.
· Proven experience of project management
· Strong ICT skills including use of MS office, email and databases
· Proficient in MS Excel, and able to develop tools to assist with reconciliation of old and new data.

· Able to review system requirements and define test conditions from these
· Data management – knowledge and skill in data management including data handling, data migration, data protection and data security. 
· Supplier management – experience of managing successful technology partnerships.
· Stakeholder management – experience of leading a high-profile project, serving stakeholders with complex and diverse needs and viewpoints.
· Training and education – experience of delivering in-house training on technical systems and financial processes
· Business process optimisation – experience of reviewing and re-engineering business processes
· Organisational context – appreciation of the role and context of Samaritans in terms of mental health, volunteering and the third sector.
Desirable
· Good knowledge of the charity SORP (Statement of Recommended Practice) FRS 102 as updated in 2015
· Skills and experience in data analytics, statistics and reporting are an advantage

5. QUALIFICATIONS
Essential
· Educated to degree level, or with equivalent experience.
Desirable
· An accounting or bookkeeping qualification or equivalent experience would be beneficial.
· Recognised project management qualification, ideally Prince2


6. PERSONAL ATTRIBUTES 
· An understanding of how system configuration can achieve the desired outcomes
· An eye for detail when carrying out system testing, getting quickly to the root of any problem
· Familiar in working with large sets of data, and comfortable with preparing data for migration

· Strong analytical, critical thinking and problem-solving capabilities
· Ability to work under pressure, manage competing priorities and meet deadlines whilst maintaining a positive and professional approach

· Ability to work on own initiative and consult where appropriate
· Excellent interpersonal skills, specifically the ability to communicate with other staff members, volunteers and external parties. Able to translate the technical and complex into clear and concise language.
· Strong written and verbal skills
· Flexible, adaptable and ‘can do’ attitude.
· Empathises with Samaritans’ values.

· Emotionally resilient to sensitive information.

LAST UPDATED:
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This job description is a statement of requirements at the time of writing and is not contractual. It should not be seen as precluding future changes after appointment to this role.

