Job Description – Common Government


New (or Update)

Ministry – Technology and Innovation

Describe: Basic Job Details

Position
Position ID 

Position Name (30 characters): Reporting and Analytics Analyst (023PS)

Requested Class Program Services 3 (023PS)

Job Focus 

Supervisory no

Agency (ministry) code 

Cost Centre 

Program Code: (enter if required)

Employee
Employee Name (or Vacant)

Organizational Structure
Division, Branch/Unit 1GX – ERP Program, Centre of Excellence (CoE), Business & Information Excellence, Information Excellence

Current organizational chart attached? 

Supervisor's Position ID 

Supervisor's Position Name (30 characters) Reporting and Analytics Lead, Information Excellence

Supervisor's Current Class PS 4


Design: Identify Job Duties and Value
Job Purpose and Organizational Context
Organizational Context:
1GX Center of Excellence (CoE) manages and oversees the performance of the Government of Alberta’s (GoA) enterprise resource planning (ERP) solution, 1GX. The CoE has overall accountability for service delivery and associated contract and vendor relationship management. 1GX is the core ERP solution for GoA functional areas including human capital, supply chain, financial, and treasury management. 1GX CoE also provides strategic leadership for the ongoing enhancement and development of 1GX applications to meet the GoA’s evolving mission and continually changing business environment. 

Why the job exists:
Reporting to the Reporting and Analytics Information Life Cycle Lead, Information Excellence, this critical role oversees the cross-functional reporting and analytics to define the data and analytics strategy, which supports the data governance program for 1GX. This role advises on (and develops) analytical and information life-cycle management solutions to understand, analyze, and synthesize requirements, goals, and objectives relative to data management and reporting needs to enable high-quality, fact-based business decisions to drive better business outcomes. This role assists to build the foundation for development and improvement efforts by capturing the business context - problem, current state, desired future state, objectives, business needs, and impacted user groups. The role is a critical intermediary, engaging with stakeholders at various levels and departments ensuring compliance with 1GX and relevant legislation.
This role provides support 1GX community requests and data management, as per the GoA’s data retention rules and guidelines. This position and their team provide clients and stakeholders with reliable and accurate information, as well as Informational Lifecycle management to ensure data is managed appropriately. This role engages with a large number of internal and external stakeholders, proactively establishing effective working relationships within the division and Ministry, client ministries, agencies, and service providers. 
Responsibilities
Job outcomes (4-6 core results), and for each outcome, 4-6 corresponding activities:
1. 1GX reporting and analytics to support 1GX community requests and management of data per the GoA’s data retention rules and guidelines. 
· Development of queries and custom reports to monitor data pertaining to HCM, Finance, and SCM. 
· Develops and provides analysis and reporting to help inform and support strategic decisions and business plans, the monitoring and evaluation of programs and initiatives, and business operations. 
· Coordinate reviews and analyses of application of business processes by operational areas, ensuring
reports on outcomes are developed and risks identified.
· Development, maintenance, and delivery of reports to assist with compliance audits of shared service
operations and ensure information and security requirements of clients and stakeholders are understood and
addressed (e.g., OAG audit).
· Development and provision of customized reports in response to specific ministry requests (e.g.,
requests relating to activities, programs, initiatives, and occurrences); provide consultation and coordination 
to understand, interpret, document, and meet reporting requirements of clients.
· Manages corporate human resource and finance reporting services associated with 1GX/ERA/IMAGIS (e.g., position / classification reports, salary reports, benefit reports, vacation reports / liability,
absence reports, recruitment reports).
· Develops and maintains of repositories of queries and reports to support corporate and custom reporting requirements.
· Provides the provisioning of information to generate and promote awareness of ERP applications and reporting services available to the GoA client community (e.g., management dashboard, Minister Expense reports).
· Develops and maintains service catalogue and training manuals for reporting within GoA Shared Services areas (e.g., Compensation and Benefits), ensuring that service levels are identified and can be tracked, costs are included, and processes are clear.
· Provide input and support for the development and maintenance of business process maps in relation to reporting services.
· Contribute to the planning and management of the ERP applications production and reporting operating environments through participation in unit and branch management teams.
· Design and develop queries based on Service Requests including very complex queries and custom reports
· Provides support and delivery of public disclosures (salary disclosure, travel expenses, blue book, grant disclosure, sole source, and Ministers’ office expenses) across the 1GX solution using the numerous reporting platforms and tools. 

2. Ensure proper Information Lifecycle Management and that 1GX data/ERA Repository/IMAGIS Data are managed per the GoA’s data retention rules and guidelines.
· Contributes in the development and delivery of future enhancements e.g., data warehouse, creation of dashboards and predictive analytics.
· Works on the development and implementation of SAP Information Lifecycle Management (ILM)
· Develop the framework for all data of all the repositories under Information Excellence’s areas of responsibility to understand the data and how it is used in each of the areas.  This will ensure that we are in compliance with the GoA’s data retention rules and guidelines.  

3. Providing reporting and analytics; provide expert advice, guidance, and address complex and escalated issues.
· Under the guidance of the Reporting and Analytics Information Life Cycle Lead, this role provides ongoing analysis to identify changes required.
· Perform a formative and summative evaluation approach and provides qualitative and quantitative evaluation methods, as well as the gathering, coding, and analysis of evaluation data.
· Design and provide periodic compliance reports to senior leadership on progress and key point indicators.
· [bookmark: _Hlk106283781]Engage and consult with the stakeholder community to identify needs and to ensure that business needs are considered, issues are addressed, and complex problems are resolved.
· Gather and communicate status and metrics to Lead.
· Provide expert advice and recommendations to ensure the continuous improvement and information excellence. 
· Partner with relevant stakeholders to resolve issues.
· Provides support to Ministry reporters with expert knowledge of the reporting tools and business processes.



Problem Solving
Typical problems solved:
The role is challenged with providing reporting and analytics for different functional areas including Finance, HCM/Payroll, and Supply Chain Management. This requires a breadth and depth of knowledge and the ability to apply a systems thinking approach to addressing issues. The role may lead, or coordinate projects and works with various ministries requiring knowledge of several different technical areas and government processes. As this is a new unit, the role will bea part of a newly formed team and addressing unstructured and new issues. 

Types of guidance available for problem solving:
The position works independently but has access to the Reporting and Analytics Information Life Cycle Lead for assistance for non-routine issues as well as other Managers or staff that specialize in Finance, SCM, or HCM/Payroll.

Direct or indirect impacts of decisions:
The reporting and analytics generated by this area allows senior management and executives to have reliable and evidence-based advice, information, and recommendations to support informed decisions relating business information for 1GX applications. This reporting will also provide data integrity reporting to the supported areas.

Key Relationships
Major stakeholders and purpose of interactions:
The position is required to interact and consult with internal and external partners, the department's management structure, and other stakeholders as required. 

This includes Public Service Commission, Treasury Board, Office of the Auditor General, Independent Legislative Offices, 1GX communities, client ministries and agencies, application service providers, and other stakeholders - Exchange information; respond to enquiries; determine and analyze requirements; provide advice and consultation; participate in teams and committees; develop effective working relationships. 

The position works closely with CoE branch staff on collaborative issues.

Required Education, Experience and Technical Competencies
Education Level 
University graduation in a related field (such as Commerce plus four (4) years progressively responsible related experience OR diploma in a related field and a minimum six (6) years of progressively responsible work experience; or equivalent as described below. 
Equivalency: Directly related education or experience considered on the basis of: 
· 1 year of education for 1 year of experience; or
· 1 year of experience for 1 year of education. 

Focus/Major 

2nd Major/Minor if applicable 

Designation

If other, specify:

Job-specific experience, technical competencies, certification and/or training:
Requires a demonstrated knowledge and experience with:
· Strong knowledge of reporting tools such as SQL, Query, Crystal, SAP tools - BOE, Query Manager 4, SuccessFactors reporting, Wagetype reporter
· Strong knowledge of a variety of common office software (Visio, PowerPoint, Excel, Word, MS Project, etc)
· Strong problem diagnosis and resolution skills
· Strong analytical and organizational skills to follow through on issues
· Good knowledge of IMAGIS HR and Financials modules 
· Good interpersonal communication skills
· Good client relations skills to develop and maintain an effective working relationship
· Good written and verbal business communication skills
· Good time management skills and ability to manage multiple priorities and stakeholder groups
· Basic knowledge of system principles, practices, and processes
· Basic knowledge of finance principles 
· 1GX applications and data and the interaction between various modules and components of applications (e.g.,
· HR, SCM, Finance).
· Payroll legislation, regulations, agreements, policies, procedures, guidelines, and benefit programs.
· Data compliance methodologies and considerations.
· Knowledge of project planning and management methodologies and best practices, including those related to planning, project management, resource management, risk analysis, controls, change and issues management, and progress monitoring and reporting.
· Strong research, analytical and interpretive abilities in order to provide sound advice, interpretation, and guidance on the application of the 1GX programs. 
· Ability to analyze complex issues, including problem solving skills and ability to provide possible outcomes or solutions. 
· Strong oral and written communications in order to make oral and written presentations and deliver training to a variety of clients. 
· Effective communication skills, including the ability to present information clearly and concisely in a manner that promotes understanding.
· Well-developed organizational and time management skills in order to work independently and in a team setting. 
· Computer knowledge, including Microsoft Word, Excel, and PowerPoint. 



Behavioral Competencies
Pick 4-5 representative behavioral competencies and their level.

	
Competency

	Level
A  B  C  D  E
	
Level Definition
	Examples of how this level best represents the job


	Agility  

	B
		Able to work in a fast paced, dynamic environment and 
adapt to changing priorities. Identifies alternative approaches and anticipates obstacles and stays focused on goals. and support others to do the same. 

	



	Is able to handle quick changes in direction from the policy or program level and to plan and deliver training programs at short notice in ever changing environment

	Systems Thinking 

	B
	Takes a long-term view towards organization’s objectives and achieving them.

	Is able to see the impact of their work on the organization. Must be able to consider how their work impacts others and how the GoA adds value for clients and stakeholders through their work. 

	Drive for Results 

	B
	Ability to quickly understand an issue based on and present knowledge and experience and follows through until the issue is resolved. 

	Keeps the greater goal in mind at all times. Acknowledges the role has an important impact. Must be able to set goals and meet them. Must be able to adjust goals when needed and accept advice on reaching goals. Needs to be willing and able to course correct when needed.

	Build Collaborative Environments

	B
	Collaborates across functional areas and proactively addresses conflict: 
· Encourages broad thinking on projects, and works to eliminate barriers to progress
· Facilitates communication and collaboration
· Anticipates and reduces conflict at the outset
· Credits others and gets talent recognized
· Promotes collaboration and commitment
	Is able to work in complex matrix of stakeholders. Needs to work with various SMEs, business process owners, vendors, consultants, and GoA employees. Needs to be a team player and accept that others know as much or more than they do.

	Creative problem solving 
	B
	Creative problem solving – Engages others and encourages debate and idea generation to solve problems and find ways to improve complex systems.
	Is able to break down a complex problem into its component parts and be open to suggestion from others. Needs to be able to contribute ideas for improving processes and adapt existing processes to address problems.


	Develop self and others 
	B
	Develop self and others –Identifies learning and knowledge-sharing opportunities and willingly shares knowledge with others. 

	Provides guidance, mentorship, training, and supervision.




Benchmarks
List 1-2 potential comparable Government of Alberta: Benchmark


Classification: Protected A

