
 

 

Business Analyst 

 
Position Description 



 

About Wise Management Services 

WISE Management Services Limited is a New Zealand based charitable company that 

offers a suite of infrastructure and development services to inspire innovative solutions 

throughout the health sector. 
 
WISE provides infrastructure services to a group of organisations under contract.  WISE 

and its customers are all part of the WISE Group. WISE Group is made up of related 

organisations working in the public, community, non-government and not-for-profit 

sectors. WISE works with organisations that make a real difference to peopleõs lives. 

 
Some WISE customers are contracted by the government to provide health, and in 

particular mental health, services throughout New Zealand. Others are striving for 

social outcomes in areas such as employment, and some are social enterprise 

businesses. The work WISE does is highly diverse and links into the education, retail 

and health sectors. 

 

 
 

 
Business Analyst 

RESPONSIBLE TO:  Chief Information Officer   

 

LOCATION:   Hamilton 

 

RELATIONSHIPS: Internal:  Wise Group employees 

External:  Third Party Suppliers of Services and 

Products 

 
 

Primary Objective 

The effective analysis of customers information requirements and efficient 

configuration, deployment and support of smart information systems. Provide 

customers with excellent service at every opportunity, contributing to the ongoing 

success of Wise including reputation for excellence and innovation. 



 

Peak Performing Organisation 

A charitable organisation, WISE is committed to the best of sustainable business 

practice, to being the absolute best it can be by becoming a peak performing 

organisation. WISE believes in fresh possibilities, a sustainable future and most of all, 

in the potential of people. 

 

The people at WISE truly believe they are one and that together everything is possible. 

This chart shows the WISE dream and challenge, and the focus every day to being its 

best. 

 

 

 

 
 

 

 

  

 

 



 

Organisational Chart   

 

 

 

 

 
 

 

 

 



 

Key Result Areas 

 
K E Y  R E S P O N S I B I L I T I E S 
 

 

K E Y  T A S K P E R F O R M A N C E  I N D I C A T O R S 

Analysis of customer requirements and effective 
deployment & support of smart information systems  

¶ Liaise effectively with clients to ascertain user 
requirements, develop and implement innovative 
solutions 

¶ Provide business analyst services to determine 
accurate business requirements for Wise and its 
customers. 

¶ Actively participate in the project management, 
user interaction, ôplain Englishõ scoping and 
Business case development, implementation and 
training service for customised applications  

¶ Perform application test ing, maintenance and 
support functions to a high standard, ensuring 
industry best practice and adherence to Software 
Development Life Cycle Methodologies.  

¶ Assist in developing the strategic roadmap for the 
in-house application portfolio.  

¶ Ensure all service delivered is of the highest 
standard and in line with SLAõs, Wise Policies and 
project goals  

 

Provide effective Training to both external and 
internal customers  

¶ Proactively organise and facilitate training as 
required  

¶ Ensure training courses are run to a high standard  

¶ Create effective electronic learning modules  

¶ Create and maintain online help and user guides 
for Wise applications  



 

K E Y  T A S K P E R F O R M A N C E  I N D I C A T O R S 

Provide exceptional  support to custom and customised 
applications within the Wise network  

¶ Provide effective internal suppor t for applications, 
resulting in the minimisation of calls to external 
agencies 

¶ Respond promptly to incoming support calls 
related to products and custom applications , and 
action inline with  up to date  policy  

¶ Accurately document all work in the  correct  
systems and within appropriate time frames  

¶ Provide effective support for calls outside of 
normal working hours, when rostered on after 
hours roster 

Prepare documentation for the Quality system  ¶ Provide Quality System documentation which 
accurately reflects th e daily activity of the Wise 
Network 

¶ Ensure 3rd party documentation regarding the 
network is accurate, up to date and relevant  

Undertake general duties as required  ¶ Demonstrate an in depth understanding of IS  
processes 

¶ Effectively perform all tasks relatin g to 
administering the Wise Network  

¶ Ensure all administration is carried out within the 
known guidelines and service level agreements.  

¶ Ensure all support calls are responded to in a 
timely manner with a minimum of interruption to 
users, and according to policy  

¶ Ensure the computer storeroom / server room / 
office spaces are orderly and tidy in order to 
maintain Health and Safety objectives  

¶ Develop and maintain an effective filing system, 
ensuring all filing, whether in hardcopy or 
electronically is filed ac curately and in a timely 
manner  

¶ Provide exceptional specialist support for projects 
as required, ensuring those involved are able to 
concentrate on the project concerned  

¶ Maintain effective communication with all areas, 
as per requests of CIO / Infrastruct ure Team 
Leader and project requirements in a timely 
manner 

¶ Effective ly maintain resources for the IS  Network, 
ensuring resources are available as required 

¶ Prepare accurate and interesting ne ws and other 
material for the IS  newsletter, ensuring all 
documents are presented in an appropriate layout 
for the intranet  

Seeks ongoing personal development ¶ Develop a learning and development plan with the 
CIO and implement this plan as agreed  



 

K E Y  T A S K P E R F O R M A N C E  I N D I C A T O R S 

Contribute to the ongoing success of Wise including 
reputation for excell ence and innovation  

¶ Represent Wise in a professional manner at all 
times 

¶ Ensure compliance with employment policies and 
procedures 

¶ Ensure positive and effective participation and 
collaboration with other Wise employees in 
delivering achievement of business  objectives  

¶ Take responsibility for executing assigned tasks 
and projects in accordance with agreed 
performance standards 

¶ Actively live Wise Values 

¶ Effectively contribute to the Wise PPO business 
plan 

Contribute to employee wellbeing and a safe & healthy 
workplace 

¶ Take responsibility for personal wellbeing and 
health management within the workplace  

¶ Encourage and coach employees to take 
responsibility for, and work in keeping with, best 
practice standards for their own well -being and the 
safety of others  

¶ Communicate workplace hazards in a timely 
manner 

¶ Investigate and seek to resolve any issues within 
their assigned areas of responsibility which have or 
could result in accidents or ill health  

¶ Ensure standard operating procedures (in respect 
of emergency and evacuation procedures, security, 
accident and incident reporting and investigation, 
injury treatment and rehabilitation, health and 
safety performance monitoring and reporting, 
environmental and ergonomic arrangements) are 
understood and utilised as designed 

Provision of other related duties within capability, as 
assigned by Manager 

 

 



 

 
P E R S O N  S P E C I F I C A T I O N 

 

 

 

E S S E N T I A L P R E F E R R E D 

E D U C A T I O N À Degree in related discipline  À 1-2 yearsõ experience 

S K I L L S À Excellent written and verbal 
communication skills  

À Ability  to effectively communicate IT 
concepts to customers in òplain 
Englishó 

À Logical thinker and a natural problem 
solver 

À Highly organised and efficient. Project 
management training and skills an 
advantage. 

À Minute attention to detail  

À Excellent time management, 
organisation and file maintenance  

À Actively communicates outcomes or 
progress 

À Experience in a similar role  

À Customer facing ICT support role an 
advantage 

À Experience in a similar role with 
similar applications  

À Experience in Team Management 

K N O W L E D G E À Demonstrated experience with a 
range of computer systems and 
applications  

À Good IT technical knowledge 
(conceptual and practical)  

À Sound technical knowledge of PC 
Networks and Custom Applications 

À Customer facing ICT support role an 
advantage 

A T T R I B U T E S 

 

 

À Commitment  to best practice 
procurement  

À High level of innovation and ability to 
problem solve 

À Adopts a òclient focusedó approach to 
working with clients and external 
vendors 

À Able to consult with and provide a 
service to others  

À Effective and participatory team 
player  

À Ability to engage with people at all 
levels 

 

P H Y S I C A L 

 

À Able to work at a computer for long 
periods of time  

À Able to li ft and manoeuvre computer 
and IS equipment at times  

 

A U T H O R I T Y À Financial ðNil 

À Operational - Nil 

 

D I R E C T  
R E P O R T S 

À None  

 

 


