
 
 

Business Analyst II (W1312) Effective 12/19/16 

Page 1 of 2  

joinhcso.com 

Job Title: Business Analyst II 

Job Code: W1312 

Pay Grade: WP 

Exempt: Yes 

Probation: Twelve-month initial probationary period 

 

Job Overview  

Perform responsible technical and professional duties analyzing and developing improved managerial 

policies, practices, methods, procedures, and organizational structures. Duties involve providing 

responsible technical and professional assistance to departments and agencies in reviewing and 

analyzing a variety of complex organizational structures, procedures, and existing programs to include 

identifying areas where corrective action should be implemented. Duties are performed under the 

general supervision of an immediate supervisor who evaluates performance through observation of 

work, periodic conferences, critiques, and/or records and reports. 

 

Job Duties and Responsibilities 

Note: The following duties are illustrative and not exhaustive. The omission of specific statements of 

duties does not exclude them from the position if the work is similar, related, or a logical assignment to 

the position. Depending on assigned area of responsibility, incumbents in the position may perform 

some or all of the activities described below.  

 Conduct management system review projects involving work measurement studies, managerial 

control, plans of service, methods analysis, and other aspects of operational audits. 

 Review departmental/agency organizational structures, identify difficulties, and present 

recommendations for corrective action.  

 Perform research studies independently or as a project manager coordinating assigned personnel.  

 Apply appropriate procedures necessary for the analysis of budgeted and allocated resources 

during review and evaluation of departmental/agency directors in the installation of new 

management procedures and techniques.  

 Perform other related duties as required. 

 

Knowledge, Skills, and Abilities 

 Considerable knowledge of management principles, practices, and procedures.  

 Considerable knowledge of the organization, operating activities, and administrative practices 

and policies of departments and agencies assigned.  

 Working knowledge of analysis and research techniques, methods, and procedures. 

 Working knowledge of English spelling, grammar, and punctuation. 

 Skill in conducting independent studies and analyses of organizational activities, programs, 

procedures, and operating systems. 

 Ability to work independently and analyze, interpret, and accurately summarize complex 

business processes and detailed information. 
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 Ability to use considerable initiative and exercise sound judgment in making conclusive 

recommendations based on business needs.  

 Ability to communicate effectively and persuasively, both verbally and in writing.  

 Ability to participate effectively in the formulation of departmental policies and procedures.  

 Ability to work effectively with others.  

 Ability to set priorities, meet deadlines, and multi-task. 

 Ability to use a computer and related software.  

 

Minimum Qualification(s) 

Note: Applicants must meet the following requirement(s) to be considered minimally qualified for the 

job. 

 

Graduation from an accredited four-year degree granting college or university; and 

Two years of experience in the development, implementation, and evaluation of business methods and 

procedures. 

OR 

A Master's Degree from an accredited college or university with a major in Business or Public 

Administration. 

OR 

An Associate's Degree from an accredited college or university; and 

Three years of experience in the development, implementation, and evaluation of business methods and 

procedures. 

OR 

Graduation from a high school or possession of a GED Certificate; and 

Four years of experience in the development, implementation, and evaluation of business methods and 

procedures. 

 

Additional Requirements 

 Possession of a valid Florida driver's license at time of employment. Driving history will be 

thoroughly reviewed and may be grounds for disqualification. 

 No illegal drug sale within lifetime.  

 No illegal drug use within the past 36 months.  

 No illegal drug use after 30 years of age.  

 No felony convictions within lifetime.  

 No misdemeanor convictions involving perjury, false statement, or domestic violence within 

lifetime.  

 Prior military personnel must not have a dishonorable discharge from any branch of the United 

States Armed Forces, the United States Coast Guard, National Guard, or Reserve Forces.  

 Successful completion of a criminal background investigation or update including polygraph, 

reference/employment/neighborhood checks, and medical evaluation. 


