IT Analyst (Application Support) G4-G7
 
	Post Title 
	IT Analyst (Application Support) 
	Pay Grade 
	Grade G5-G7 

	Directorate  
 
Service Area 
	Resources - IT 
	Line 
Manager 
	IT Service Applications Team Manager 

	Work style (Delete as applicable) 
 
 
Location 
	Any desk 
 
 
 
 
Aylesbury 
	Job Family 
& 
Role Profile 
	Organisational Support and 
Partnering family 
 


 
	Job Purpose and Job Context 

	To successfully develop and support the Council’s Corporate and Business Unit IT applications which are key to meeting the requirements of the digital and IT strategies.  The applications in use include: Access, ArcGIS, Business Objects, Content Server, O365 Groups, Oracle RDBMS, Power BI, SharePoint, SQL Server, SSRS, IIS all running in a Windows environment: 
At all times to take account of the Council’s vision, values and strategic objectives. Conform to all corporate policies and procedures. 


 
 
	GRADE 5 

	Main Responsibilities and Duties 

	This section can be a mixture of sentences and bullet points (numbered lists must only be used if they add value for the reader).  This section should outline key outputs of the team/role and should provide some specific examples of role profile accountability. 
 
· Application support: System Administration tasks. Assisting with and ensuring that applications are maintained and are operating effectively to meet the needs of Business Units across the Council. Monitoring the operation of the application(s), identifying and troubleshooting any issues arising and liaising with both the users and supplier in resolving those issues.  
· Application development: Maintaining an awareness of developments in new technology products & services making recommendations as appropriate. Liaising with stakeholders during implementation of projects and developments. and to ensure the delivery of projects are accordance with agreed specifications and timetables 
· Service management: Liaising with users, support colleagues and suppliers over technical support issues and routine and major software upgrades. Contributing to Service Management through continual service improvement. Assisting with supplier, contract and budget management.  
· User support: Providing day to day support and development advice to users and stakeholders; maintaining application licenses and support / help documentation. Contributing to the training of users.  
· Information management: Assisting with ensuring that information associated with applications is effectively managed with consideration of data protection requirements. 
· Audit and security:  Ensuring that Audit requirements are fully considered. Conforming to agreed security procedures, installation standards and all other IT policies & procedures. 
· Customer Service and communication: Putting the customer first. First class communication and presentation skills, both oral and written 
· Accountability and strategic thinking: Develop, Implement and maintain IT system strategies, policies and procedures that align with BCC and service area needs. To manage individual workload(s) (self and others) in accordance with agreed prioritisation methods, standards, authorised procedures and all relevant legislation. 
 

	 
	
	

	Values and Behaviours 
	
	

	We expect your values and behaviours to reflect the values of the organisation: 
Proud  
· Perform to your best every day 
· Cares about delivering the role and setting high standards 
· Upholds the reputation of the service and the wider Council  Ambitious  
· Ambitious to learn, develop and fulfil potential 
· Ambitious to do things better  
· Solution focused looking for suitable resolutions Collaborative  
· Effectively engages with others sharing ideas and solutions 
· Able to look at things from different perspectives 
· Happy to work with others to achieve outcomes Trustworthy  
· Accountable for actions 
· Behaves professionally and to professional standards 
· Quick to respond and show initiative 
	
	

	Knowledge, Skills and Experience  (taken from role profile) 
	Job Specific Examples 
	Essential 
	Desirable 

	Excellent IT skills including use of Microsoft applications and specialist systems 
	 
	 
	 

	Managing relationships with users, IT colleagues and other stakeholders in particular listening, negotiating and influencing skills. 
	 
	 
	 

	Working knowledge of delivering IT services for any one of the following applications: Access, ArcGIS, Business Objects, Content Server, O365 Groups, 
Oracle RDBMS, Power BI, SharePoint, 
SQL Server, SSRS, IIS 
	 
	 
	 

	Awareness of project management principles 
	 
	 
	 

	Excellent communication, presentation and report writing skills 
	 
	 
	 

	Qualifications 
	Essential 
	Desirable 

	5 GCSE at grade A-C or equivalent, including Mathematics and English 
	 
	 

	Other Requirements 
	Essential 
	Desirable 

	(e.g. full driving license if it is a genuine occupational requirement of the role) 
	 
	 

	Where the role is customer-facing and the post holder is required to speak to members of the public, the ability to converse at ease with customers and provide advice in accurate spoken English is essential for the post. 
 
	 
	 


 
This job summary is not intended to be exhaustive and it is likely that duties may be altered from time to time in the light of changing circumstances, in discussion with the post holder.  This job summary is intended to provide a broad outline of the main responsibilities only.  The post holder will need to be flexible in developing the role with initial and ongoing discussions with the designated manager. 
 
	GRADE 5 

	Main Responsibilities and Duties 

	This section can be a mixture of sentences and bullet points (numbered lists must only be used if they add value for the reader).  This section should outline key outputs of the team/role, and should provide some specific examples of role profile accountability. 
 
· Application support: System Administration tasks. Assisting with and ensuring that applications are maintained and are operating effectively to meet the needs of Business Units across the Council. Monitoring the operation of the application(s), identifying and troubleshooting any issues arising and liaising with both the users and supplier in resolving those issues.  
· Application development: Maintaining an awareness of developments in new technology products & services making recommendations as appropriate. Liaising with stakeholders during implementation of projects and developments. and to ensure the delivery of projects are accordance with agreed specifications and timetables 
· Service management: Liaising with users, support colleagues and suppliers over technical support issues and routine and major software upgrades. Contributing to Service Management through continual service improvement. Assisting with supplier, contract and budget management.  
· User support: Providing day to day support and development advice to users and stakeholders; maintaining application licenses and support / help documentation. Contributing to the training of users.  
· Information management: Assisting with ensuring that information associated with applications is effectively managed with consideration of data protection requirements. 
· Audit and security:  Ensuring that Audit requirements are fully considered. Conforming to agreed security procedures, installation standards and all other IT policies & procedures. 
· Customer Service and communication: Putting the customer first. First class communication and presentation skills, both oral and written 
· Accountability and strategic thinking: Develop, Implement and maintain IT system strategies, policies and procedures that align with BCC and service area needs. To manage individual workload(s) (self and others) in accordance with agreed prioritisation methods, standards, authorised procedures and all relevant legislation. 

	Values and Behaviours 

	We expect your values and behaviours to reflect the values of the organisation: Proud  
 	AmbitiousCollaborative  	  
Trustworthy  

	Knowledge, Skills and Experience  (taken from role profile) 
	Job Specific Examples 
	Essential 
	Desirable 

	Excellent IT skills including use of Microsoft applications and specialist systems 
	 
	 
	 

	Managing relationships with users, IT colleagues and other stakeholders in particular listening, negotiating and influencing skills. 
	 
	 
	 

	Supplier liaison 
	 
	 
	 

	Working knowledge or experience of delivering IT services for any two of the 
	 
	 
	 

	following applications: Access, ArcGIS, Business Objects, Content Server, 0365 Groups, Oracle RDBMS, Power BI, 
SharePoint, SQL Server, SSRS, IIS. 
	
	
	

	Working knowledge of application development and customisation such as using: HTML, JavaScript, Python, SQL Server programming 
	 
	 
	 

	Technical IT knowledge and experience providing IT Application support in small to medium size organisation with a windows server based architecture 
	 
	 
	 

	Project management skills and experience for of small and medium projects 
	 
	 
	 

	Systematic problem solving skills 
	 
	 
	 

	Involvement with a quality or continuous improvement programme as part of service delivery 
	 
	 
	 

	Qualifications 
	Essential 
	Desirable 

	5 GCSE at grade A-C or equivalent, including Mathematics and English 
	 
	 

	PRINCE2 Foundation 
	 
	 

	ITIL Foundation 
	 
	 

	Other Requirements 
	Essential 
	Desirable 

	(e.g. full driving license if it is a genuine occupational requirement of the role) 
	 
	 

	Where the role is customer-facing and the post holder is required to speak to members of the public, the ability to converse at ease with customers and provide advice in accurate spoken English is essential for the post. 
 
	 
	 


 
This job summary is not intended to be exhaustive and it is likely that duties may be altered from time to time in the light of changing circumstances, in discussion with the post holder.  This job summary is intended to provide a broad outline of the main responsibilities only.  The post holder will need to be flexible in developing the role with initial and ongoing discussions with the designated manager. 
 
	GRADE 6 

	Main Responsibilities and Duties 

	This section can be a mixture of sentences and bullet points (numbered lists must only be used if they add value for the reader).  This section should outline key outputs of the team/role, and should provide some specific examples of role profile accountability. 
 
· Application support: System Administration tasks. Assisting with and ensuring that applications are maintained and are operating effectively to meet the needs of Business Units across the Council. Monitoring the operation of the application(s), identifying and troubleshooting any issues arising and liaising with both the users and supplier in resolving those issues.  
· Application development: Maintaining an awareness of developments in new technology products & services making recommendations as appropriate. Liaising with stakeholders during implementation of projects and developments. and to ensure the delivery of projects are accordance with agreed specifications and timetables 
· Service management: Liaising with users, support colleagues and suppliers over technical support issues and routine and major software upgrades. Contributing to Service Management 



	through continual service improvement. Assisting with supplier, contract and budget management.  
· User support: Providing day to day support and development advice to users and stakeholders; maintaining application licenses and support / help documentation. Contributing to the training of users.  
· Information management: Assisting with ensuring that information associated with applications is effectively managed with consideration of data protection requirements. 
· Audit and security:  Ensuring that Audit requirements are fully considered. Conforming to agreed security procedures, installation standards and all other IT policies & procedures. 
· Customer Service and communication: Putting the customer first. First class communication and presentation skills, both oral and written 
· Accountability and strategic thinking: Develop, Implement and maintain IT system strategies, policies and procedures that align with BCC and service area needs. To manage individual workload(s) (self and others) in accordance with agreed prioritisation methods, standards, authorised procedures and all relevant legislation. 
 

	Values and Behaviours 

	We expect your values and behaviours to reflect the values of the organisation: 
Proud  
· Performs to your best every day 
· Cares about delivering the role and setting high standards 
· Upholds the reputation of the service and the wider Council  Ambitious  
· Ambitious to learn, develop and fulfil potential 
· Ambitious to do things better  
	 	Collaborative• 	Solution focused looking for s  	uitable resolutions 
· Effectively engages with others sharing ideas and solutions 
· Able to look at things from different perspectives 
· Happy to work with others to achieve outcomes Trustworthy  
· Accountable for actions 
· Behaves professionally and to professional standards 
· Quick to respond and show initiative  

	Knowledge, Skills and Experience  (taken from role profile) 
	Job Specific Examples 
	Essential 
	Desirable 

	Excellent IT skills including use of Microsoft applications and specialist systems 
	 
	 
	 

	Managing relationships with users, IT colleagues and other stakeholders in particular listening, negotiating and influencing skills. 
	 
	 
	 

	Supplier management 
	 
	 
	 

	Technical knowledge and experience of delivering IT services for any two of the following applications: Access, ArcGIS, Business Objects, Content Server, O365 Groups, Oracle RDMS, Power BI, 
SharePoint, SQL Server, SSRS, IIS. 
	 
	 
	 

	Working knowledge or experience of application development and customisation such as using: HTML, JavaScript, Python, SQL Server programming 
	 
	 
	 

	In depth technical knowledge and broad experience providing IT Application support in a medium size organisation, including Local Authority experience 
	 
	 
	 

	Project management skills and experience for of simultaneous small 
and medium projects 
	 
	 
	 

	Systematic problem solving skills 
	 
	 
	 

	Involvement with a quality or continuous improvement programme as part of service delivery 
	 
	 
	 

	An understanding of the organisation and structure of the Council and the services it provides including strategic direction of the Council 
	 
	 
	 

	Qualifications 
	Essential 
	Desirable 

	5 GCSE at grade A-C or equivalent, including Mathematics and English 
	 
	 

	Evidence of continuing professional development 
	 
	 

	PRINCE2 Foundation 
	 
	 

	ITIL Foundation 
	 
	 

	Other Requirements 
	Essential 
	Desirable 

	(e.g. full driving license if it is a genuine occupational requirement of the role) 
	 
	 

	Where the role is customer-facing and the post holder is required to speak to members of the public, the ability to converse at ease with customers and provide advice in accurate spoken English is essential for the post. 
 
	 
	 


 
This job summary is not intended to be exhaustive and it is likely that duties may be altered from time to time in the light of changing circumstances, in discussion with the post holder.  This job summary is intended to provide a broad outline of the main responsibilities only.  The post holder will need to be flexible in developing the role with initial and ongoing discussions with the designated manager. 
 
	GRADE 7 

	Main Responsibilities and Duties 

	This section can be a mixture of sentences and bullet points (numbered lists must only be used if they add value for the reader).  This section should outline key outputs of the team/role, and should provide some specific examples of role profile accountability. 
· Application support: System Administration tasks. Assisting with and ensuring that applications are maintained and are operating effectively to meet the needs of Business Units across the Council. Monitoring the operation of the application(s), identifying and troubleshooting any issues arising and liaising with both the users and supplier in resolving those issues.  
· Application development: Maintaining an awareness of developments in new technology products & services making recommendations as appropriate. Liaising with stakeholders during implementation of projects and developments. and to ensure the delivery of projects are accordance with agreed specifications and timetables 
· Service management: Liaising with users, support colleagues and suppliers over technical support issues and routine and major software upgrades. Contributing to Service Management through continual service improvement. Assisting with supplier, contract and budget management.  



	· User support: Providing day to day support and development advice to users and stakeholders; maintaining application licenses and support / help documentation. Contributing to the training of users.  
· Information management: Assisting with ensuring that information associated with applications is effectively managed with consideration of data protection requirements. 
· Audit and security:  Ensuring that Audit requirements are fully considered. Conforming to agreed security procedures, installation standards and all other IT policies & procedures. 
· Customer Service and communication: Putting the customer first. First class communication and presentation skills, both oral and written 
· Accountability and strategic thinking: Develop, Implement and maintain IT system strategies, policies and procedures that align with BCC and service area needs. To manage individual workload(s) (self and others) in accordance with agreed prioritisation methods, standards, authorised procedures and all relevant legislation. 

	Values and Behaviours 

	We expect your values and behaviours to reflect the values of the organisation: 
Proud  
· Performs to your best every day 
· Cares about delivering the role and setting high standards 
· Upholds the reputation of the service and the wider Council  Ambitious  
· Ambitious to learn, develop and fulfil potential 
· Ambitious to do things better  
· Solution focused looking for suitable resolutions Collaborative  
· Effectively engages with others sharing ideas and solutions 
· Able to look at things from different perspectives 
· Happy to work with others to achieve outcomes Trustworthy  
· Accountable for actions 
· Behaves professionally and to professional standards 
· Quick to respond and show initiative  

	Knowledge, Skills and Experience  (taken from role profile) 
	Job Specific Examples 
	Essential 
	Desirable 

	Excellent IT skills including use of Microsoft applications and specialist systems 
	 
	 
	 

	Managing relationships with users, IT colleagues and other stakeholders in particular listening, negotiating and influencing skills. 
	 
	 
	 

	Budget and contract management 
	 
	 
	 

	Technical knowledge and experience of delivering IT services for any two of the following applications: Access, ArcGIS, Business Objects, Content Server, O365 Groups, Oracle RDMS, Power BI, 
SharePoint, SQL Server, SSRS, IIS. 
	 
	 
	 

	Detailed knowledge and experience of application development and customisation such as using: HTML, JavaScript, Python, SQL Server programming 
	 
	 
	 

	Extensive experience providing IT Application support in a large complex Local Authority. 
	 
	 
	 

	Project management skills and experience including business analysis for of simultaneous small, medium and large projects 
	 
	 
	 

	Systematic problem solving skills 
	 
	 
	 

	Involvement with a quality or continuous improvement programme as part of service delivery 
	 
	 
	 

	An understanding of the organisation and structure of the Council and the services it provides including strategic direction of the Council 
	 
	 
	 

	Qualifications 
	Essential 
	Desirable 

	Degree in IT related area or equivalent experience 
	 
	 

	5 GCSE at grade A-C or equivalent, including Mathematics and English 
	 
	 

	Evidence of continuing professional development 
	 
	 

	PRINCE2 Foundation 
	 
	 

	ITIL Foundation 
	 
	 

	Other Requirements 
	Essential 
	Desirable 

	(e.g. full driving license if it is a genuine occupational requirement of the role) 
	 
	 

	Where the role is customer-facing and the post holder is required to speak to members of the public, the ability to converse at ease with customers and provide advice in accurate spoken English is essential for the post. 
 
	 
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