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[bookmark: _Hlk176354214]Job description

	Date:
	4 July 2024


__________________________________________________________________

	Department:

	Corporate Services 

	Post number:

	DSCSVPO003

	Section:

	Digital Services – Infrastructure and Customer Services

	Job title:

	Senior Digital Analyst


	Grade:

	Grade 8 


_____________________________________________________________________

Main purpose of job

To be responsible to the relevant Senior Digital Consultant for work of a complex nature associated with the development, implementation and support of technology solutions.

To be responsible for the effective promotion of products and services and the delivery of same to agreed time, budget, quality and performance standards.

Supervise and monitor the performance of assigned staff to ensure the delivery of a high-quality service.


Summary of responsibilities and personal duties

1. [bookmark: _Hlk100914167]Undertake complex work in one or more of the following areas:-

· Training
· Post implementation support
· Service desk support
· Desktop support
· Device and Endpoint management
· System configuration and support
· Cyber Security and Information Risk 
· Database administration
· Server and Storage support 
· Network administration and support
· Reprographics


2. The tasks undertaken may include, but are not limited to, one or more of the following:

· installation and support of corporate software on PCs, laptops, smartphones and other managed portable devices 
· assist in the management of the computing device asset estate (incl. OS and software patching and device policies)
· manage the corporate print estate (incl. liaising print service suppliers)
· manage the corporate hybrid meeting facilitation technology
· the design, specification and development of services, systems, programs or database structures
· the testing, porting, installation, or upgrade of software
· the installation and maintenance of hardware and networks
· the design and preparation of project plans
· the design and delivery of technical courses to customers 
· leading on training projects ranging from small to corporate

3. [bookmark: _Hlk100914342]Implement, maintain, and decommission software and, or hardware across all council sites – including the two main datacentres. 

4. Work with customers to investigate and analyse their business functions, processes, information flows and data structures and assist in their specification.

5. Supervise the workload of any assigned staff ensuring that it is scheduled effectively to facilitate operational efficiency and manage and develop them in accordance with performance management principles.

6. Assist in the provision of support services relating to specific application systems to both customers and service delivery functions, including computer operations and service desk.

7. To be responsible for investigating and resolving problems and incidents and providing information and assistance to customers enabling them to make effective use of the systems.

8. Plan, design, prepare and produce documentation to support the promotion, use and maintenance of information systems.

9. [bookmark: _Hlk100914435]Support the production of framework and policy documentation to support IT infrastructure services and endpoint management. 

10. Ensure all work is carried out in accordance with organisational standards and procedures and advise staff on policies and procedures.

11. Keep detailed records of own time and assist with performance monitoring and targeting to ensure delivery of work to quality, time and budget.

12. Build and sustain good working relationships with customers and staff.

13. Assist in the production of the service’s business plans including the development of training plans for assigned staff.

14. To participate in the full procurement life cycle, in accordance with the council procedures, including (but not limited to) the specification of requirements, assessments, contract award, contract management, contract renewal and termination.

15. [bookmark: _Hlk100914494]To be available for work out of normal office hours in the event of a business need at mutually agreeable times.  Such instances will be planned as much as feasibly possible but may involve unplanned work such as emergencies/ outages etc. and will be delivered in accordance with the council’s overtime policy.  

16. Motivate and manage any staff, that may be assigned, to the postholder to ensure effective service delivery and to be responsible for reviewing and implementing a proper staff training and development programme. 

17. Participate in all induction and in-service training provided by Belfast City Council and in the induction and support of all newly appointed staff and other human resource management policies and procedures, as appropriate, including, absence management, disciplinary and grievance procedure.

18. Participate as directed in the council’s recruitment and selection procedures.

19. Act in accordance with the council and departmental policies and procedures including customer care, equal opportunities, health and safety, safeguarding and any pertinent legislation. 

20. Undertake the duties in such a way as to enhance and protect the reputation and public profile of the council.

21. Undertake such other relevant duties as may from time to time be required.


This job description has been written at a time of significant organisational change and it will be subject to review and amendment as the demands of the role and the organisation evolve.  Therefore, the post-holder will be required to be flexible, adaptable and aware that they may be asked to perform tasks, duties and responsibilities which are not specifically detailed in the job description but which are commensurate with the role.









































Employee specification

	Date:
	22 June 2026


_____________________________________________________________________

	Department:

	Corporate Services 

	Post number:

	DSCSVPO003

	Section:

	Digital Services – Infrastructure and Customer Services

	Job title:

	Senior Digital Analyst


	Grade:

	Grade 8 


_____________________________________________________________________

Essential criteria

Qualification and, or experience

Applicants must, as at the closing date for receipt of application forms:

· have a third level qualification in a relevant information service related subject such as Computer Science, Information Technology, Information Management or equivalent qualification, and be able to demonstrate on the application form, by providing personal and specific examples, at least one year’s relevant experience in each of the following three areas; 
or
· be able to demonstrate on the application form, by providing personal and specific examples, at least two years’ relevant experience in each of the following three areas;

(a) providing either;
i. 1st or 2nd line support of hardware (devices and peripherals) and software including knowledge of ITSM principles, or
ii. systems software configuration and implementation rollouts.  
(b) working in information technology project teams to deliver change management or process improvement activities; and
(c) working with a range of stakeholders to ensure effective information technology provision and support.


Desirable criteria 

In addition to the above qualification, and, or experience, Belfast City Council reserves the right to short-list only those applicants who, as at the closing date for receipt of application forms:
· in the first instance, have a third level qualification in a relevant information services related subject or equivalent qualification and are able to demonstrate on the application form, by providing personal and specific examples, at least two year’s relevant experience in each of the aforementioned areas (a-c); or, can demonstrate on the application form, by providing personal and specific examples, at least three years’ relevant experience in each of the aforementioned areas (a-c); and
· in the second instance, have an additional higher level qualification in a relevant subject, such as a Masters in Information Systems, or equivalent qualification.


Special skills and attributes

Applicants must demonstrate evidence of the following skills and attributes which may be tested at interview:

Communication skills
Excellent oral and written communication and presentational skills, with the ability to represent and promote the interests of the council at local, regional, and national level.

Partnership working skills
The ability to form, develop and maintain effective partnership arrangements, both internally and externally.

Information technology skills
The ability to operate a range of programmes with a high degree of understanding of how computer programmes and new technology generally can increase business efficiency.

Project management skills
The ability to manage projects involving the development and implementation of business processes to meet identified business needs, acquiring and utilising the necessary resources and skills, within agreed parameters of cost, timescales and quality.

Analysis and problem solving skills
The ability to use analytical skills to contribute effectively to the identification of trends, risks prioritisation and provide effective solutions to customer challenges.

Team-working and leadership skills
The ability to motivate, manage and develop a team of professional officers to help them perform at their best within a complex organisation in a changing financial and administrative environment.

Customer care skills
The ability to ensure that services are provided to the highest quality within agreed budgets and with a commitment to the principles of customer care.

Political sensitivity skills
The ability to work in a political environment with awareness, sensitivity and commitment to working closely with elected politicians, partners and local organisations. 
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