&=+ JOB DeSCRIPTION

JUNIOR BUSINESS anNaLyYST
& PROJECT manaGer

PRIMAaRY RESPONSIBILITIES

Gathering information for project briefs and requirements

Getting involved in specific tasks on a variety of projects

Working with teams to identify and recommend process improvements

Supporting workshops to create process maps using Visio

Engaging with stakeholders to translate business requirements into a roadmap
Ensuring stakeholders are regularly updated on project and development progress
Implementing and following the Neg Earth Lights best practice project management
processes, working within budgets and deadlines

Highlighting project delivery risks to the Business Systems Manager

Ensuring compliance with Data Security principles such as GDPR regulations

Supporting the testing of new system releases, ensuring the continuity of key functions in
release to live systems

YOUR SKILLS, QUALIFICaTIONS & eXpPerience

Knowledge of agile project management methodology is desirable, however, training will be given
Demonstrable proactive approach, a can-do attitude and able to work under own initiative
Curiosity and analytical skills

A keen interest in how things work and how to improve them

Knowledge and experience of project management techniques or group projects

Pro-active problem solver with meticulous attention to detail

Great interpersonal skills to build and maintain effective relationships

Advanced Microsoft Office skills

Some knowledge of process and flow chart documentation

A demonstrable track record of getting stuff done whilst managing competing pressures and
deadlines and retaining an eye for detail and quality (Work or study experience)
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