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Name:  
Position Title:  Business Analyst  
Reports to:   Business Intelligence & IT Manager 
Direct reports: Nil  
Key Relationships:   Fresh Method IT services, CSG   

Printer services, all RFW staff 
 
 
 
About Royal Far West 
Royal Far West is a Manly based non-government organisation 
that provides multidisciplinary health and wellbeing services 
for children from rural and remote NSW with developmental, 
behavioural, learning and mental health difficulties.   
 
Royal Far West Vision 
Healthy country children  
 
Royal Far West Mission  
To improve the health and wellbeing of children and young 
people who live in rural and remote communities.  
 
Royal Far West Values 
Respect: We value diversity and are sensitive in relationship 
and to differences.  
Integrity: We are open, honest and accountable.  We do what 
we say we will do.  
Care: We foster an environment that is supportive and without 
judgement.  
Energy: we apply ourselves energetically, are resilient and 
encourage innovation.  
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Business Analyst 

Purpose of the Position 
 
The Business Analyst will investigate and analyse business problems and lead the overall 
design of the solution.  Complete business solutions will have people, process and 
technology components and the Business Analyst will ensure the interaction between 
these aspects are optimised.  The Business Analyst will own the technology component 
which may be in the form of an enhancement to an existing systems, implementation of 
a new system or integration between systems.  Through investigation will understand 
how any changes may impact other parts of the system or workflows. 
The business analyst will be responsible for ensuring solutions are implemented through 
to user uptake and continue to support them.  Ongoing support will include first line 
enquiries, trouble shooting, upgrades, user access management, user training and any 
other support that is required. 
 
Essential Criteria 

- Tertiary qualifications in Computer Science, Information System, Engineering, 
IT/Commerce or similar degree 

- Minimum 2+ years relevant work experience.  
- Demonstrate a proven track record of business process improvement and/or 

change management 
- Manage competing requirements and come to a solution that satisfies all 

stakeholders. 
- Experience in Project Management of small to medium sized projects 
- Experience with configuration and development in Intrahealth Profile or another 

EMR system  
- Ability to administer multiple core business systems.  
- Demonstrated ability to manage multiple concurrent projects and meet time 

constraints with competing deadlines.  
- Advanced skills and experience in all Microsoft products.  

 
Desirable Criteria  

- Ability to build effective relationships to ensure user engagement and solution 
uptake 

- Experience in process improvement methodologies.  
- Experience of similar role working in a health care operation.  
- Experience with Business Intelligence or other Reporting tools 
- Detailed understanding of medical terminology.  
- Experience in coordinating and conducting UAT.  
- Experience in coordinating and conducting the full cycle end user training plans 

and creating effective educational materials.  
- Demonstrated skills in risk management.  
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KEY RESPONSIBILITIES  
 
 
 
1. Technical Skills 
 

- Perform other duties that are within the skills, competence 
and training of the position holder and peripheral to the 
position.  

- Identify improvement opportunities across RFW software  
- Create new forms, templates and reports as required by the 

business 
- Make configuration changes as required to support existing 

and new workflows.  
- In conjunction with software vendors; responsible for the 

administration and monitoring of system upgrades.  
- In conjunction with software vendors; responsible for 

coordinating UAT, contracted development and site 
maintenance.  

- Provide end user training required for new hires or when 
changes are made to existing applications/systems.  

- Provide 1st level user support and user training (coordination) 
for software utilisation.  

- Document processes and create action plans detailing steps 
and procedures to follow, including, but not limited to, quick 
start guides and intranet based FAQ’s.  

- Assist with projects led by other teams, such as CRM 
implementation, SharePoint development, website upgrade 
and other projects 

2. Professional 
Development 

 
 

- Participate in identifying professional development and training 
needs and attend professional development activities as 
required.  

- Attend all mandatory training sessions provided by the 
organisation and is actively involved in other training and 
development as required.  

- Evaluate own performance to identify strengths and areas 
where professional growth can occur.   

3. WHS 
 
 

- Report any incidents/hazards within 24 hours via the incident 
reporting tool on LUCY.  

- In the event of a workplace injury occurring, cooperate fully with 
the Return to Work Coordinator, Manager and treating medical 
practitioners and health professionals to facilitate an early return 
to work and access to an appropriate rehab program.  

- Comply with WHS statutory requirements and local WHS policy, 
programs and procedures.   

4. Communication  
 

- Maintain effective communication with all staff and relevant 
organisations.  

- Adapt communication style and identify strategies to improve 
communication effectiveness.  

- Ensure management is made aware of any significant 
issues/incidents in a timely and appropriate manner.   

5. Risk Management 
 
 

- Adhere to Royal Far West’s policies and procedures, ensuring 
that services are provided in accordance with Royal Far West’s 
policies and procedures.  
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- Ensure that all data reporting requirements associated with the 
position are complied with.   

- Maintain professional standards in accordance with relevant 
professional body.  

- Maintain a high standard of administrative procedures and 
professional and ethical practice both individually and as a 
member of the team.  

- Ensure confidentiality in accordance with professional 
standards and RFW policy.  

- Understand, adhere to and respect clients rights to 
confidentiality, privacy and dignity.  

6. Quality 
Improvement 

 
 

- Contribute to the Accreditation process, including identifying, 
developing, implementing and evaluating quality improvement 
activities.  
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Business Analyst 
 
 

Royal Far West Authorisation 

 

Authorised by: ___________________________________________________________ 

                                                    Operations Director 

Employee Declaration 

I have read this Position Description, I understand the position requirements and 
position demands and agree that I can fulfil its function to the standards outlined.   

I agree to comply with all relevant policies. 

I understand that other duties may be directed from time to time and that I may be 
required to work in any area under the jurisdiction of the Board of Royal Far West. 

I also agree to strictly observe the policy on confidentiality of information of staff and 
client information and other sensitive or confidential information that I may come 
across in the course of my employment. 

I am not aware of any reason, which might interfere with my ability to perform the 
inherent requirements and demands of this position. 

 

Employee Name: ____________________________________________________________ 

 

Employee Signature: _________________________________  Date: _________________ 

 

 

 

 

 

 


