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Position Description 
Business Analyst – ERP Implementation 

POSITION DETAILS 
T I T LE  Business Analyst (BA) – ERP Implementation  

RE POR TS  T O  Lead Business Analyst  

LO CA T ION  Civic Centre, Whakatāne 

DATE  April 2025 

D IRECT  REP OR TS  None 

F INANCI AL  DELEG AT IO N  Nil 
 

PURPOSE OF POSITION 

The Business Analyst is a key role in supporting successful implementation of the new ERP system by managing 
business requirements and solution design, maintaining strong communication and connection with business owners, 
and overseeing key aspects of the project.   

 

 

KEY ACCOUNTABILITIES 

KEY RESULT AREAS EXPECTED OUTCOMES / PERFORMANCE INDICATORS 

VALUES Ensure the best interests of the organisation are represented at all times and Council 
values are reflected in behaviours and professional delivery of role.  

I M P LEME NT A TI ON 

RE AD INESS  

Facilitate workshops with SMEs and software vendors to capture high-level business 

processes, noting that the focus will be on implementing standard processes within 

the solution.  Whilst configuration will ensure the solution meets business 

requirements, there will be no customisation. 

Ensure business needs are effectively translated into functional and technical 

specifications to support configuration. 

Ensure requirements are complete, clear, and aligned with ERP system capabilities. 

SOLUTION  DESIGN Work with developers and solution architects to design ERP configurations. 

Facilitate the testing process, including user acceptance testing (UAT) and system 

integration testing (SIT). 

Support validation of the ERP system in meeting business needs post-implementation. 

S T AKE HO LDER 

RE LAT I ONS HIPS  &  C HANGE 

M A NA GEME NT  

Build and maintain effective relationships with internal and external stakeholders, 
working as a trusted team member throughout the project lifecycle. 
 
Work collaboratively with cross-functional teams including Digital Services, Finance, 
Rates, Property and Regulatory functions. 
 
Support change management approach to ensure end-users are trained, and that 
resistance to change is promptly addressed.  
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OT HER DUT IES  Contribute to continuous improvement initiatives within the council's project 
management framework. 
 
Maintain project documentation. 
 
Ensure projects adhere to council policies, local government regulations, and health 
and safety standards. 
 
Undertake other duties that may be required from time to time, in agreement with 
Manager. 

 
 
 
 

KEY RELATIONSHIPS 
EXTERNAL INTERNAL 

▪ Software supplier, consultants and contractors ▪ All Staff  

 

PERSON SPECIFICATION 
QU A L IF I CA T ION S   University degree or diploma in the field of business administration, computer science, 

finance, or information systems is preferred. 
 
Three to five years’ related work experience  

EX PER IENCE  BA experience on a large-scale digital project, preferably within local government or a 
public sector environment. 
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KNO W LEDGE ,  S K I LLS  AND  

A T TR IBU TES  
Demonstrated knowledge of local government core business processes and 
operations. 
 
Proven experience with business and technical requirements analysis, elicitation, 
modelling, verification, and methodology development. 
 
Experience overseeing the design, development, and implementation of software and 
hardware solutions, systems, or products.  
 
Ability to create systematic and consistent requirements specifications in both 
technical and user-friendly language.  
 
Exceptional analytical and statistical skills with the ability to apply them to systems 
issues and products as required. 
 
Proficiency in tools like SQL and PROMAPP. 
 
Experience working in a team-oriented, collaborative environment. 
 
Strong written and verbal communication skills. 
 
Ability to build and maintain effective working relatinoships with a range of people 
and personalities. 
 
Process focussed with strong emphasis on accuracy and continuous improvement, 
and demonstrates emotional maturity and situational awarenance to operate with 
confidentiality and in complex environments. 
 
Familiarity with project management tools and methodologies (e.g., PRINCE2, Agile, 
or equivalent). 
 
Ability to manage multiple tasks, priorities, and deadlines simultaneously. 
 
Proactive approach to identifying and resolving challenges. 
 
Strong focus on accuracy and compliance in documentation and reporting. 
 

OVER ALL  Has no previous or current medical conditions, which would affect the ability to 
perform the duties described in the job description. 
 

Willing to work overtime and weekends should this be required.      
 

Full, clean current driver’s licence. 
 
 
 
 
 
 

 

 
I, ____________________________________________________________ agree and accept the duties and responsibilities 
captured in this position description. 
 

___________________________________                                                       _______________________ 
Employee signature                                            Date 
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