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Business Case Analyst 
 

Position detail 

Position Title Business Case Analyst 

Reports to Business Case Enablement Manager 
 

Classification ASA6 

Group COO - Chief Operating Officer 

Branch EPMO 

Location Brisbane, Canberra, Melbourne, or Sydney 

Effective date - 

 

Organisational environment 
Airservices Australia (Airservices) is a government-owned organisation providing safe, secure, 
efficient, and environmentally responsible services to the aviation industry.  

Each year we manage over four million aircraft movements carrying more than 156 million 
passengers and provide air navigation services across 11 per cent of the world’s airspace.  

Airservices has two major operating centres in Melbourne and Brisbane and a corporate office in 
Canberra. We operate 29 air traffic towers at international and regional airports and provide 
aviation rescue firefighting services at 27 Australian airports. 

We are committed to continuing to improve our business by providing our customers with services 
they value and embedding new ways of working and technology investments to further innovate 
and optimise. 

Primary purpose of position 
The Business Case analyst, reporting to the Business Case Enablement Manager, will support the 
development of investment ready business cases by contributing research, analysis, and 
documentation.  

The role will assist senior team members to define problems and opportunities, compare feasible 
options, gather cost, benefit inputs, and ensure alignment to strategic priorities and governance 
requirements. In addition, they will coordinate information from portfolio teams, the EPMO and 
specialist subject matter experts to maintain quality and consistency of business case artefacts. 

Accountabilities and responsibilities 
Business case leadership 

• Assist in documenting the case for change, objectives, and requirements. 
• Contribute to options analysis through research and simple comparative assessments. 
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• Support value for money and financial assessments with data gathering and basic modelling 
tasks. 

• Draft sections on delivery approach such as scope, schedule, resources, and risks with guidance 
from senior analysts. 

• Support Procurement with collection of commercial information and sourcing inputs. 

Stakeholder engagement & coordination 

• Help prepare stakeholder lists, engagement plans, and communication materials. 
• Coordinate meetings and workshops and record actions and decisions. 
• Prepare governance artefacts and ensure documents are complete and ready for review. 

Financial & commercial analysis 

• Maintain cost, benefit spreadsheets, and ensure assumptions are recorded and traceable. 
• Assist with affordability assessments and simple sensitivity checks. 
• Contribute to benefit mapping and alignment with corporate measures. 

Risk, safety & security considerations 

• Capture inputs from risk, safety, cyber, environmental and security SMEs. 
• Maintain risk registers for business case purposes and ensure controls and contingencies are 

documented. 

Methods, governance & quality 

• Apply enterprise templates and standards and maintain version control and document libraries. 
• Support lessons learned capture and contribute to continuous improvement of tools and 

guidance. 
• Assist with preparation of evidence and artefacts that support organisational maturity activities 

across governance, benefits, risk, and financial management. 

Key performance indicators 
• Accuracy and completeness of assigned analyses and documentation. 
• Timely delivery of allocated components of business cases with minimal rework. 
• Quality of stakeholder coordination and responsiveness to information requests. 
• Compliance with templates, standards, registers, and governance expectations. 
• Appropriate integration of risk, safety, and security considerations within assigned sections. 

Key relationships 
• EPMO Leadership, Standards & Capability Team, and Project Controls Team 
• Portfolio Leads, Program and Project Managers 
• Key Business Partner units (e.g. Procurement, Organisation Management, Finance, Security, 

Technology Enablement and Built Environment) 

Skills, competencies, and qualifications 
Experience 

• Experience in project or PMO environments or in analytical support roles. 
• Exposure to business case development or consulting support activities is desirable. 

Qualifications 

• Undergraduate degree in Business, Commerce, Finance, Economics, Engineering, or a related 
discipline. 
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• Entry level certifications in project management or business analysis (i.e. IIBA-CCBA) are 
preferred. 

Professional Competencies 

• Foundational capability in problem framing, options comparison, and value for money concepts. 
• Basic financial and economic modelling skills such as NPV and ROI under guidance. 
• Delivery planning awareness across scope, schedule, dependencies, resources, and risk. 
• Working knowledge of commercial concepts including sourcing and contracting. 
• Understanding of integrating risk, safety, environmental and security requirements within 

documentation. 
• Clear written and verbal communication suitable for working level stakeholders. 
• Strong governance discipline including version control and traceability. 
• Intermediate Microsoft Office skills and familiarity with PMO tools including SharePoint. 

Expectations 

• Works under supervision and seeks guidance when required. 
• Escalates material risks and assumptions in a timely manner. 
• Demonstrates integrity, diligence, and professionalism consistent with organisational values. 
• Communicates clearly and adapts to audience needs. 
• Shows initiative in learning and supports continuous improvement of templates, tools, and 

analytical approaches. 

Performance standards and behaviours 
As a member of Airservices Australia, you will consistently demonstrate performance standards and 
behaviours that meet our Code of Conduct. This includes: 

• Treating everyone with dignity, respect, and courtesy 
• Acting with honesty and integrity 
• Acting ethically and with care and diligence 
• Complying with all Airservices’ policies and procedures, and applicable Australian laws 
• Disclosing and taking reasonable steps to avoid any actual, potential, or perceived conflict of 

interest  
• Behaving in a way that upholds our vision, mission, and values, and promotes the good 

reputation of Airservices. 
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