NC Rate Bureau
Manager, Business and Quality Assurance Analysts
Position Summary:
The BA/QA Manager reports to the Director, Software Development and manages business analysts and quality assurance analysts. The manager provides process recommendations based on the IT Software Development Life Cycle (SDLC) and Organizations’ IT strategy. Provides expertise regarding procedures for analysis and testing of applications across the business:

· directing BAs in the planning, design, development, and launching of efficient business, financial, and operation systems in support of core organizational functions and business processes.
· directing IT QA Analysts in maintaining quality assurance standards and measures for information technology services within the organization, tracking defects, and writing and executing test plans and test cases for regression and integration.
The Manager develops BA and QA standards and procedures as well as documentation standards and templates. Understands and consistently applies the attributes and processes of current application development methodologies. Researches and maintains knowledge in BA and QA industry standards and possible applications to IT. Recommends and implements approved improvements to BA & QA processes and systems. Acts as an internal consultant, advocate, and mentor.

The director will provide direction to the manager regarding the mentoring and management of the analysis team and decisions concerning technical choices.
Duties & Responsibilities
Analysis
· Analyze pros and cons of business analysis procedures and techniques and make recommendations for standards and improvements 
· Analyze pros and cons of quality assurance analysis procedures and techniques and make recommendations for standards and improvements 
· Examines data to quickly grasp issues, draw conclusions, and solve problems
· Ability to right-size solutions to our organizations size and culture

· Prepare and deliver reports, recommendations, or alternatives that address existing and potential trouble areas in operating systems across the organization
Collaboration
· Builds constructive working relationships characterized by a high level of acceptance, cooperation, and mutual respect

· Influences others to be excited and committed to furthering the organization’s objectives

· Promotes cooperation and commitment within a team to achieve goals and deliverables

· Collaborates closely with the software team as needed to build team cooperation and resolve issues
· Work within a project team and communicate/interact well with others 
Communications
· Communicate complex information to technical and non-technical individuals
· Helps others resolve complex or sensitive disagreements and conflicts
· Resolves difficult or complicated challenges
· Asks questions in ways that enhance the clarity, quality, and reliability of info
Initiative
· Mentor analysts to educate them on industry standards, SDLC, and problem solving
· Develops fresh ideas that provide solutions to all types of workplace challenges
· Looks for opportunities for improvement in their own areas of responsibility
Knowledge/Development
· Displays an ongoing commitment to learning and self-improvement
· Participate in individual and team training events, meetings, educational opportunities, reading professional publications, participating in professional orgs and maintaining personal networks to ensure that tech skills and industry knowledge is up-to-date. Share resulting knowledge with team members
· Remain current in management and technical skills applicable to job responsibilities through personal learning experiences

Leadership/Management
· Maintaining, directing and motivating a staff of analysts to ensure all business objectives are met

· Enables co-workers to grow and succeed through feedback, instruction, and encouragement
· Holds team accountable for delays, and engages business or project managers when they are the cause of delays
· Recommends adjustments to project assignments to the director and re-prioritizes project assignments as new information is received  

· Provides management with accurate, timely and relevant information about the status of projects, personnel and activities within the team  

· Manage and provide direction and leadership for the analyst teams in support of business operations

· Manages staff in ways that improve their ability to succeed

· Promotes organizational mission and goals, and shows the way to achieve them

· Recommends where changes to documentation may be needed to keep up with changes to other applications’ requirements

· Manage staff time to ensure they meet guidelines. Help prioritize work as needed  

· Ensure backup across all staff duties and projects
· Recommends staffing changes when needed 

· Interviews and hires staff as approved.  
Operations Management
· Cultivate, disseminate, audit, and enforce functional policies, procedures and best practices

· Evaluate current processes and procedures and implement appropriate improvements where needed
· Standardizes analysts’ processes across teams (documentation standards and templates, standard regression test scripts, ticketing notes)

· Maintaining, supporting and assisting in keeping application documentation up to date.
· Manages business analysts and quality assurance analysts (staff or contract and other positions as assigned)

Productivity/Quantity
· Recommend, with staff input, application documentation and testing standards and process improvements and participate in implementation of approved standards and improvements for increased effectiveness

· Attend project meetings as necessary to understand and recommend standardization of methodologies across all apps and projects  
· Work under pressure and within guidelines
· Assist with the estimation of new work 
· Assist in the evaluation/analysis of time tracking to help improve efficiencies in scheduling and estimates
Quality
· Deliver quality work, with attention to detail for all tasks. Ensures staff does the same.
· Ensure staff follows all processes and procedures associated with the organization's SDLC through reviews and audits. 
· Takes personal responsibility for the quality and timeliness of work, and achieves results with little oversight, including follows instructions, policies, and procedures.
Responsibility/Dependability
· Adapts to changing business needs, conditions, and work responsibilities
· Ensure staff follows all processes and procedures associated with the organization's SDLC
· Takes personal responsibility for the quality and timeliness of work, and achieves results with little oversight, including follows instructions, policies, and procedures.
· Meets productivity standards, deadlines, and work schedules.

Work Management/Organization/Planning
· Apply proven communication skills, problem-solving skills and knowledge of best practices to guide team on issues related to analysis and testing in the deployment of systems

· Effectively keep track of, prioritize and execute tasks in a timely manner

· Respond to support issues in a timely and professional manner to both internal and external customers
· Work independently and with the analysis team to maintain and support the organization's custom-built systems
POSITION SPECIFIC COMPETENCIES:
Analysis
· Ability to conduct research into app dev issues and products
· Solution oriented troubleshooting skills
Collaboration
· Excellent Customer Service skills
· Experience working both independently and in a team-oriented, collaborative environment
· Experience leading a team
Communications
· Possess excellent communication skills, written and verbal
• Ability to present complex technical concepts in user-friendly language
· Ability to provide feedback to and mentor technical team mates
Quality
· Ability to "right-size" methodologies and processes by finding the appropriate solutions for our organization in size and purpose
· Exhibits strong attention to detail and follow-through
Technical Skills 

· Extensive practical knowledge in importing data for use in report software, spreadsheets, graphs and flow charts
• Extensive practical knowledge of the Microsoft Office Suite (including Word, Excel, Visio, Outlook and PowerPoint)

Initiative
· Highly self-motivated and directed
Knowledge/Development 

· Strong knowledge of software analysis and quality assurance best practices and methodologies. 

Work Management/Organization/Planning
· Ability to effectively keep track of, prioritize and execute tasks in a timely manner
· Basic Project Management skills
Primary Job Requirements:
Education
BA/BS in Business, CS, Information Systems or related field and/or equivalent experience

Experience
· 10 plus years IT experience required

· 7 plus years PM/BA/QA experience required

· 3 plus years manager experience required

· SDLC experience required
· Expert in Microsoft Office required

· Expert in Microsoft Excel required
· Defect Management software experience required

· Sharepoint experience preferred

· Microsoft Project experience preferred

· Analytics software experience preferred
The Organizations are equal opportunity employers dedicated to a policy of compliance with all federal, state and local laws regarding nondiscrimination in employment.  Applicants are considered for all positions without regard to race, ancestry, color, age, national origin, ethnicity, religious creed or belief, physical or mental disability, marital or familial status, legally protected medical condition, genetic information, military or veteran status, sex (including pregnancy, or related medical condition), gender (including gender identity and expression), sexual orientation, citizenship/alienage status, protected activity (such as opposition to or reporting of prohibited discrimination or harassment), arrest or conviction record, or any other status or protected characteristic protected by law.  In addition, this Organization does not discriminate on the basis of physical or mental disability where the essential functions of the job, as reasonably accommodated, do not require such distinction.


