
Gravesham Borough Council 
	Division:
	Corporate Services

	
	

	Department:
	IT Services

	
	

	Post Title:
	Business Applications Officer

	
	

	Grade:
	SO2 to POC (career graded)

	
	

	Hours
	37 hours per week plus additional out of hours working when the operational needs arise

	
	

	Responsible to:
	Business Applications Manager


Job Description
This job description is intended as a working document only, giving a guideline to the major tasks to be performed.  It is anticipated that the post will develop as working practices change to meet the demands of the service, new legislation or policies of the council.  It is expected the post holder will contribute to and assist in the development of such changes
Job summary
Responsible to the Business Applications Manager for the support and development of various applications related to service areas of the Council, particularly those systems requiring Microsoft SQL Server and Oracle DBA expertise.

To actively contribute to the Business Applications Team in delivering aspects of the IT Business Plan.

Main responsibilities 
Administration of Microsoft SQL and Oracle databases.

Carrying out proactive maintenance on the various business systems in use by the council.

Applying software releases (upgrades) and patches to the systems at such times as to minimize system downtime in normal core working hours.

Testing of new software releases prior to going live.

Keeping close liaison with end user system admin staff regarding system upgrades and other system issues generally.
Developing and enhancing business systems to suit end user requirements. Creating bespoke management reports where requested.

Proactively manage data quality in some systems.

Ensuring that all system documentation is kept up to date.

Ensuring that all software changes are logged, both in-house developed and upgrades provided by suppliers

Carrying out post-implementation reviews for new bespoke developments and software procurements.

Liaising with system suppliers on technical matters and where required raising issues with suppliers on behalf of end user staff.

Attending user group meetings and technical briefings by suppliers.

Attending training courses and seminars as required and keeping up to date with relevant technical developments.

Training users in the use of in house developed systems.
Investigating and resolving problems allocated from the Help Desk.

Monitoring allocated problems from the Help Desk and ensuring that they are resolved within required timescales.
Maintain and manage interfaces, exports and imports, and ensure their smooth running where required.
Write, run reports, interfaces and routines to support day-to-day business operations.

General

To carry out such other duties as may be required of you, commensurate with the grade and level of responsibility, as directed by management.

To participate as required in the Council’s Emergency Planning Operations which may involve duties outside the post holder’s normal job description and contracted hours.  If an incident has occurred which disrupts the council’s ability to deliver it’s critical functions, the post holder will be expected to participate in the recovery stage which may include undertaking duties within the post holder’s competencies in other departments and/or at other locations.
A commitment and contribution to the Council’s Equal Opportunities Policy is an essential requirement of the post.

The post holder will carry out all duties and activities having regard to the provisions of the Health and Safety at Work Act 1974, and in accordance with any instructions from senior members of staff under that Act or any Council or Departmental Codes of Practice or Procedures.
The post holder must ensure that data quality and integrity is maintained and that data is processed in accordance with council policy, the General Data Protection Regulation, the Freedom of Information Act and other legislation
The post holder will comply with Statute and Council Policy in all respects.

An awareness and commitment to section 17 which places a statutory duty on police and local authorities to work in partnership to reduce crime and promote community safety. It is also required that community safety is to be a thread running through all functions of the LA

A commitment to excellent customer service and the values of the Council.

Career Grading Requirements
	Technical Skills
	SO2 to POA
	POB
	POC

	SFIA Ref/Skill definition
	Level
	Level Definition
	Level
	Level Definition
	Level
	Level Definition

	PROG

Programming/software development

The design, creation, testing and documenting of new and amended software components from supplied specifications in accordance with agreed development and security standards and processes.
	2
	Designs, codes, tests, corrects, and documents simple programs, or scripts and assists in the implementation of software which forms part of a properly engineered information or communications system.
	3
	Designs, codes, tests, corrects, and documents moderately complex programs and scripts from agreed specifications and subsequent iterations, using agreed standards and tools. Collaborates in reviews of specifications, with others as appropriate.
	4
	Designs, codes, tests, corrects and documents complex programs and scripts from agreed specifications, and subsequent iterations, using agreed standards and tools, to achieve a well engineered result. Takes part in reviews of own work and leads reviews of colleagues' work.

	TEST

Testing

The planning, design, management, execution and reporting of tests, using appropriate testing tools and techniques and conforming to agreed process standards and industry specific regulations. The purpose of testing is to ensure that new and amended systems, configurations, packages, or services, together with any interfaces, perform as specified (including security requirements) , and that the risks associated with deployment are adequately understood and documented. Testing includes the process of engineering, using and maintaining testware (test cases, test scripts, test reports, test plans, etc) to measure and improve the quality of the software being tested.
	1
	Executes given test scripts under supervision. Records results and reports issues. Develops an understanding of the role of testing within system development, as a tool for design improvement as well as a validation process.
	2
	Defines test conditions for given requirements. Designs test cases and creates test scripts and supporting data, working to the specifications provided. Interprets, executes and records test cases in accordance with project test plans. Analyses and reports test activities and results. Identifies and reports issues and risks.
	3
	Reviews requirements and specifications, and defines test conditions. Designs test cases and test scripts under own direction, mapping back to pre-determined criteria, recording and reporting outcomes. Analyses and reports test activities and results. Identifies and reports issues and risks associated with own work.

	CHMG
Change management

The management of change to the service infrastructure including service assets, configuration items and associated documentation. Change management uses requests for change (RFC) for standard or emergency changes, and changes due to incidents or problems to provide effective control and reduction of risk to the availability, performance, security and compliance of the business services impacted by the change.
	2
	Documents changes based on requests for change. Applies change control procedures.
	3
	Develops, documents and implements changes based on requests for change. Applies change control procedures.
	4
	Assesses, analyses, develops, documents and implements changes based on requests for change.

	RELM

Release and deployment

The management of the processes, systems and functions to package, build, test and deploy changes and updates (which are bounded as “releases”) into a live environment, establishing or continuing the specified Service, to enable controlled and effective handover to Operations and the user community.
	3
	Uses the tools and techniques for specific areas of release and deployment activities. Administers the recording of activities, logging of results and documents technical activity undertaken. May carry out early life support activities such as providing support advice to initial users.
	4
	Assesses and analyses release components. Provides input to scheduling. Carries out the builds and tests in coordination with testers and component specialists maintaining and administering the tools and methods – manual or automatic - and ensuring, where possible, information exchange with configuration management. Ensures release processes and procedures are maintained.
	5
	Leads the assessment, analysis, planning and design of release packages, including assessment of risk. Liaises with business and IT partners on release scheduling and communication of progress. Conducts post release reviews. Ensures release processes and procedures are applied.

	ASUP

Application Support

The provision of application maintenance and support services, either directly to users of the systems or to service delivery functions. Support typically includes investigation and resolution of issues and may also include performance monitoring. Issues may be resolved by providing advice or training to users, by devising corrections (permanent or temporary) for faults, making general or site-specific modifications, updating documentation, manipulating data, or defining enhancements Support often involves close collaboration with the system's developers and/or with colleagues specialising in different areas, such as Database administration or Network support.
	2
	Assists in the investigation and resolution of issues relating to applications. Assists with specified maintenance procedures.
	3
	Identifies and resolves issues with applications, following agreed procedures. Uses application management software and tools to collect agreed performance statistics. Carries out agreed applications maintenance tasks.
	4
	Maintains application support processes, and checks that all requests for support are dealt with according to agreed procedures. Uses application management software and tools to investigate issues, collect performance statistics and create reports.

	DBAD

Database administration

The installation, configuration, upgrade, administration, monitoring and maintenance of databases.
	2
	Assists in database support activities.
	3
	Uses database management system software and tools to collect agreed performance statistics. Carries out agreed database maintenance and administration tasks.
	4
	Uses database management system software and tools, and knowledge of logical database schemata, to investigate problems and collect performance statistics and create reports. Carries out routine configuration/installation and reconfiguration of database and related products.

	HSIN
Systems installation/decommissioning

The installation, testing, implementation or decommissioning and removal of software, following plans and instructions and in accordance with agreed standards. The testing of software components, resolution of malfunctions, and recording of results. The reporting of details of software installed so that configuration management records can be updated.
	2
	Installs or removes software, and associated connections, using supplied installation instructions and tools. Conducts tests and corrects malfunctions. Documents results in accordance with agreed procedures. Assists with the evaluation of change requests. Contributes, as required, to investigations of problems and faults concerning the installation of software and confirms the correct working of installations
	3
	Installs or removes software, using supplied installation instructions and tools including, where appropriate, handover to the client. Conducts tests, corrects malfunctions, and documents results in accordance with agreed procedures. Reports details of all software items that have been installed and removed so that configuration management records can be updated. Provides assistance to users in a professional manner following agreed procedures for further help or escalation. Reviews change requests. Maintains accurate records of user requests, contact details and outcomes. Contributes to the development of installation procedures and standards.
	3
	Installs or removes software, using supplied installation instructions and tools including, where appropriate, handover to the client. Conducts tests, corrects malfunctions, and documents results in accordance with agreed procedures. Reports details of all software items that have been installed and removed so that configuration management records can be updated. Provides assistance to users in a professional manner following agreed procedures for further help or escalation. Reviews change requests. Maintains accurate records of user requests, contact details and outcomes. Contributes to the development of installation procedures and standards.

	BUAN
Business analysis

The methodical investigation, analysis, review and documentation of all or part of a business in terms of business functions and processes, the information used and the data on which the information is based. The definition of requirements for improving processes and systems, reducing their costs, enhancing their sustainability, and the quantification of potential business benefits. The collaborative creation and iteration of viable specifications and acceptance criteria in preparation for the deployment of information and communication systems.
	3
	Investigates operational needs and problems, and opportunities, contributing to the recommendation of improvements in automated and non-automated components of new or changed processes and organisation. Assists in defining acceptance tests for these recommendations.
	4
	Investigates operational requirements, problems, and opportunities, seeking effective business solutions through improvements in automated and non-automated components of new or changed processes. Assists in the analysis of stakeholder objectives, and the underlying issues arising from investigations into business requirements and problems, and identifies options for consideration. Works iteratively with stakeholders, to identify potential benefits and available options for consideration, and in defining acceptance tests.
	5
	Takes responsibility for investigative work to determine business requirements and specify effective business processes, through improvements in information systems, information management, practices, procedures, and organisation change. Applies and monitors the use of modelling and analysis tools, methods and standards, giving special consideration to business perspectives. Collaborates with stakeholders at all levels, in the conduct of investigations for strategy studies, business requirements specifications and feasibility studies. Prepares business cases which define potential benefits, options for achieving these benefits through development of new or changed processes, and associated business risks.
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