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JOB DESCRIPTION

	Job title:
	Senior Business Analyst
	Country/ Department:
	IT


	Reports directly to:
	Head of Enterprise Applications
	Office Location:
	Vietnam

	Number of employees reporting to this position:
	1-3
	Date Job Description issued and approved by:
	V4 – 23rd Sep 2024




POSITION PURPOSE

The Senior Business Analyst is responsible for bridging the communication and functional gap between business stakeholders and the technical development team. This role demands a deep understanding of business processes and a high level of expertise in Microsoft Dynamics 365. The Senior Business Analyst is tasked with meticulously documenting and translating business requirements into precise technical specifications to ensure the delivery of effective, scalable solutions that are aligned with the company's strategic objectives. Additionally, this role involves the management of small to medium-sized projects, ensuring their successful completion within scope, time, and budget constraints. The Senior Business Analyst also plays a key role in resolving complex, second-level issues escalated by business users, contributing to the overall efficiency and effectiveness of the organization’s operations. 


JOB SPECIFICATIONS
	Accountabilities
	Responsibilities
	Metrics

	Communication
	· Serve as a primary liaison between business units and the technical team.
· Effectively communicate business requirements, system updates, and project statuses to all relevant stakeholders.
· Act as a second-level escalation point for complex issues.
· Gather and deliver feedback from end-users to Head of Enterprise Applications.
	· Stakeholder satisfaction survey results.
· Effectiveness of communication strategies.
· Timeliness and clarity of project updates.

	Analytical Skill
	· Translate complex business requirements into detailed system specifications and technical solutions.
· Perform in-depth analysis of business processes and identify opportunities for improvement.
· Develop and maintain comprehensive documentation, including requirements, process flows, and user stories.
· Leverage Microsoft Dynamics 365 to optimize and streamline business processes.
	· Accuracy of documented requirements.
· System performance improvements.
· Efficiency gains from process optimizations.

	Project Management
	· Lead and manage small to medium-sized projects, ensuring they are delivered on time, within scope, and within budget.
· Oversee the implementation of system changes and enhancements.
· Facilitate User Acceptance Testing (UAT) and ensure that business needs are met before deployment.
· Collaborate with cross-functional teams to ensure successful project execution.
	· Project completion rates.
· Budget and timeline adherence.
· User acceptance and feedback.

	Training / Documentation
	· Prepare and distribute system update posts and communications to end-users.
· Provide training and support to end-users on new systems and processes.
· Maintain clear and transparent communication with all business units.
· Develop training materials and documentation to support end-users.
	· User satisfaction survey results.
· Training effectiveness.
· Quality of documentation.










ESSENTIAL QUALIFICATIONS AND EXPERIENCE

· [bookmark: _Hlk25670969]Bachelor’s degree in Information Technology, Business Administration, or a related field.
· Minimum of 5 years of experience in a Business Analyst role, with a strong focus on systems and process analysis.
· Extensive experience with Microsoft Dynamics 365, including customization, configuration, and optimization.
· Experience in deploying CRM and ERP systems, including end-to-end implementation.
· Proven ability to translate business needs into technical requirements.
· Demonstrated project management skills, with experience managing complex projects.
· Strong analytical skills with a focus on business process improvement.
· Proficiency in creating and maintaining detailed documentation.
· Proficient in gathering and documenting business requirements, as well as user acceptance testing (UAT).
· Excellent communication and stakeholder management skills.
· Experience in resolving second-level issues raised by business users.

SKILL AND ATTRIBUTES

· Exceptional communication and interpersonal skills, with the ability to interact effectively with a diverse range of stakeholders.
· Results-oriented with a strong focus on delivering value through technology.
· Excellent organizational skills with the ability to manage multiple tasks and projects simultaneously.
· High attention to detail and a commitment to accuracy.
· Ability to work under pressure and adapt to changing priorities.
· Strong problem-solving skills with a proactive approach to identifying and addressing issues.
· Experience with data analysis and reporting tools.
· Ability to work independently and as part of a team, fostering collaboration and knowledge sharing.
· Willingness to travel as needed and work outside normal business hours to meet project deadlines.
· Personal alignment with Discova’s company purpose and values.
· Advanced knowledge of Microsoft Dynamics 365, including its capabilities and best practices for implementation.
· Familiarity with other enterprise software applications and process mapping tools.
· Working knowledge of SQL or other database query languages is a plus.
· Experience in training end-users and creating user-friendly documentation.
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