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POSITION DESCRIPTION
CORPORATION OF THE CITY OF UNLEY
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[bookmark: _Hlk198538354]1.	JOB IDENTIFICATION:

Title of Position:	BUSINESS INTELLIGENCE ANALYST
Business Unit:	TECHNOLOGY AND BUSINESS IMPROVEMENT
Reports to:	EXECUTIVE MANAGER, TECHNOLOGY AND BUSINESS IMPROVEMENT
Classification:	MOA 7 (based on experience)

The Business Intelligence Analyst designs, develops, and maintains analytics, reporting, and data solutions that inform executive decision‑making and operational performance across the City of Unley. Acting as a trusted link between business needs and data capability, the role leads Power BI development, data integration, and automation initiatives. Working closely with business areas, the Analyst defines requirements, delivers accurate and auditable insights from multiple systems, and champions data quality and governance. The role strengthens data collection processes, supports secure and consistent use of information, and enables self‑service analytics through coaching, documentation, and efficient automated solutions.

2.	POSITION OBJECTIVES:

· Advance the City of Unley’s aspiration to be a data‑driven organisation where decisions are guided by high‑quality evidence and actionable insights.
· Transform complex data into clear, reliable reporting that supports strategic planning, service delivery, and organisational transparency.
· Partner with business areas across the organisation to improve efficiency through automation, streamlined processes, and better use of information.
· Strengthen data quality, governance, and integration to ensure accurate, secure, and consistent use of information.
· Enable continuous improvement by building organisational capability in analytics, insight generation, and data‑informed decision making.
· [image: A phone screen with a picture of a person's head with flowers in it

AI-generated content may be incorrect.]Support Council in delivering measurable value and improved outcomes to the Unley community.


3. KEY RESPONSIBILITIES:

· Translate data requirements into semantic models, visuals, and data stories tailored for executives, managers, and frontline teams.
· Advise on how data should be represented for clarity, comparability, and decision-making.
· Extract, transform, and integrate data across multiple Council systems.
· Develop and deliver high quality reports and dashboards, with sound data modelling, aligned to the Council’s strategic plans and portfolio/project outcomes.
· Design and implement digital forms to capture structured business data and automate workflows for data refresh, notifications, approvals, and report distribution.
· Build robust pipelines using SQL, Python, Power BI Dataflows/Fabric and Power Automate, with scheduled refresh and error handling.
· Design, manage and optimise automated data workflows using Microsoft Azure services—particularly Logic Apps, Azure Connectors, and related integration components—to support reliable data movement, transformation, and system interoperability across the organisation.
· Establish and maintain a data dictionary, semantic model catalogue, naming/versioning standards, and report lineage documentation.
· Develop how-to guides and run targeted training to uplift data literacy (Power BI consumers & creators).
· Promote self-service while ensuring governance over certified datasets and official metrics.

Staff must comply with WHS and Return to Work SA legislation requirements and relevant WHS policies, procedures and safe work practices implemented by the City of Unley.

 
Key WHS Responsibilities:
· Actively support and contribute to the City of Unley’s effective safety culture.
· Identify and report health and safety hazards, accidents, incidents, injuries and property damage within the workplace.
· Taking reasonable care to ensure their own safety and not placing others at risk, including appropriate use of equipment and PPE. 
· Complying with the requirements of the City of Unley’s WHS management system.
· Attending WHS training and following instructions and advice provided.


SAFE ENVIRONMENT: 
· Comply with the City of Unley Safe Environment policy and all relevant policies and procedures. 
· Notify the Department of Human Services if, on reasonable grounds, you suspect that a child has been or is being abused or neglected if the suspicion is formed in the course of your work while carrying out official duties.
· Notify the Department of Human Services if, on reasonable grounds, you suspect that an aged and/or vulnerable person has been or is being abused or neglected if the suspicion is formed in the course of your work while carrying out official duties.
· Seek advice and support from your Team Leader, Manager or the People & Culture team if a notification is required.
· Advise your Team Leader, Manager or the People & Culture team if there is a change in your criminal history status and undertake a Department of Human Services Screening every three or five years (time frame is related to specific clearance type), unless more regular screening is required for legislative purposes.


EQUAL OPPORTUNITY EMPLOYMENT
Contribute to the promotion and adherence of the employee conduct standards and in particular Equal Opportunity by adhering to the provisions of relevant legislative requirements.

Actively support and contribute to the City of Unley’s organisational values.
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4.	PERFORMANCE AND SKILL REQUIREMENTS:
a) Qualifications/Experience 
Essential

· Tertiary qualification in Computer Science, Data/Information Systems/Statistics/Business Analytics or equivalent experience.
· 3+ years in analytics/reporting roles delivering enterprise dashboards and automation.
· Demonstrable portfolio of Power BI work (screenshots/code snippets) and a track record of partnering with business stakeholders.

NOTE: Copies of the above listed qualifications/licences/certificates are required as evidence on appointment.

Desirable
· Experience in facilitating discovery sessions to define KPIs, measures, refresh cycles, and audience needs for dashboards and reports (operational and strategic).


	b) Knowledge
Essential
· Knowledge of advanced SQL concepts, including joins, window functions, and ETL development.
· Understanding of data governance, documentation standards, and auditability requirements.
· Knowledge of automated data integration patterns using Microsoft Azure services (Logic Apps, Azure Connectors, integration components).
Desirable
· Familiarity with TechnologyOne integrations, SharePoint/ECM, Excel, and GIS environments.
· Understanding of Microsoft Fabric, REST APIs/JSON structures, and on‑premises data gateway operation.
· Awareness of privacy, information security, and records management obligations.

           c) Skills
Essential
· Proficiency in using the Microsoft Suite of Applications, 365 and internet technologies.
· Advanced Power BI capability, including data modelling, DAX, Row‑Level Security (RLS), and performance optimisation.
· Strong SQL skills to develop, maintain, and optimise data pipelines.
· Proficiency in Python for data preparation, automation, and ingestion (API/file‑based workflows, scheduled scripts).
· Practical experience with Power Platform—Power Automate (workflow design) and Power Apps (data capture).
· Ability to design, manage, and optimise automated data workflows across cloud and on-premise environments.
· Proven stakeholder engagement skills, including requirements elicitation and expectation management.

Desirable
· Ability to work across diverse data sources and systems to support integration and reporting needs.
· Skill in navigating and interpreting spatial, application, or enterprise datasets to support broader organisational analytics.

d) Personal Attributes 
Essential
Curious and outcome-focused, with a drive to solve problems and deliver results.
Collaborative and able to work effectively across departments and with diverse stakeholders.
Strong attention to detail and commitment to data quality and integrity
Adaptable and proactive in identifying opportunities for improvement and innovation.
Clear communicator, able to translate complex data into accessible insights for varied audiences.




By signing this position description, the employee and the employee’s manager agrees that it is an accurate reflection of the responsibilities and requirements of the position:



Incumbent: ........................................................		Date: .............................
		


Manager: ........................................................		Date: ..............................
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Better Together

Be Progressive

Strive for Excellence
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OUR VALUES

Looks like
Everyone matters
Embrace diversity and difference
Work as a team

Collaborate with others

Show care and support
Share information and share the load
Celebrate the wins, and the effort to get there.

Looks like
Adapt, experiment and try new ways
Be agile, open and taks the right risks

Seek new information & perspectives
Learn and grow

Embrace challenge and take action
Shape the future

Looks like ..
Deliver our best work
Setthe benchmark high
Be the best at getting better
Reflect, evaluate and measure
Achieve outstanding resuits
Have pride in working for local government
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