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United Way of Metropolitan chicago
Job Description 
	Job Title/Dept:
	Business Analyst, Operations

	Reports to:
	Director, Campaign Operations


	
	

	Grade (to be completed by HR):
	

	Type of position (Double-click the box):

 FORMCHECKBOX 
 FORMCHECKBOX 
 FORMCHECKBOX 




 FORMCHECKBOX 
 Full-time                         FORMCHECKBOX 
 Regular
 FORMCHECKBOX 
 FORMCHECKBOX 
 FORMCHECKBOX 


 FORMCHECKBOX 



 FORMCHECKBOX 



 FORMCHECKBOX 


 FORMCHECKBOX 
 Part-time                        FORMCHECKBOX 
 Specially funded
 FORMCHECKBOX 
 FORMCHECKBOX 
 FORMCHECKBOX 





 FORMCHECKBOX 



 FORMCHECKBOX 


 FORMCHECKBOX 
 Contractor                      FORMCHECKBOX 
 Temporary
 FORMCHECKBOX 
 FORMCHECKBOX 



 FORMCHECKBOX 



 FORMCHECKBOX 


 FORMCHECKBOX 
 Intern
	Hours _37.5     _ / week

 FORMCHECKBOX 
 FORMCHECKBOX 
 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 




 FORMCHECKBOX 


  FORMCHECKBOX 
 FORMCHECKBOX 



 FORMCHECKBOX 



 FORMCHECKBOX 


 Exempt

 FORMCHECKBOX 
 FORMCHECKBOX 
 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 




 FORMCHECKBOX 


  FORMCHECKBOX 


 FORMCHECKBOX 





 FORMCHECKBOX 



 FORMCHECKBOX 


 FORMCHECKBOX 



 FORMCHECKBOX 


 Nonexempt

	Supervisory Responsibility

 FORMCHECKBOX 
 FORMCHECKBOX 
  FORMCHECKBOX 
 FORMCHECKBOX 



 FORMCHECKBOX 



 FORMCHECKBOX 



 FORMCHECKBOX 


Yes

 FORMCHECKBOX 
 FORMCHECKBOX 
 FORMCHECKBOX 
  FORMCHECKBOX 



 FORMCHECKBOX 


No

Number of Direct Reports  __
	EEOC (To be completed by HR)

 FORMCHECKBOX 
 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 
 1- Executive/Senior Level Managers     
 FORMCHECKBOX 
 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 
 2- Directors/Managers     FORMCHECKBOX 
                      
 FORMCHECKBOX 
 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 
 3- Professionals                                   FORMCHECKBOX 

 FORMCHECKBOX 
 FORMCHECKBOX 


 FORMCHECKBOX 


 FORMCHECKBOX 
 4- MIS/Technicians
 FORMCHECKBOX 
 FORMCHECKBOX 




 FORMCHECKBOX 


 5- Administrative Support Staff

   FORMCHECKBOX 
 

	Core Competencies

	Values                                                                                          
· Integrity 

· Collaboration
· Respect
· Diversity

	Behaviors
· Achieving Results
· Analytical Thinking/Problem Solving
· Initiative 
· Integrity
· Service Orientation  
· Cooperation


	Primary Purpose

	This position is a critical role for the support of the full development cycle for projects undertaken by the Campaign Operations Department. The projects include the successful implementation of electronic campaign pledging as well as the support of the organizational database. This role is responsible for creating customized web-based pledging sites for 25-40 company fund raising campaigns, loading the appropriate data and custom variables, managing the site, electronic communications and customer support. This role is also responsible for creating and managing database objects, reports, customer database training and general support for campaign management.


	Essential Job Functions 

Major Area of Responsibility                    Percent of Time               Tasks Undertaken to Accomplish the Essential Function

	Online Pledging
Organizational Database


	40 %
    30 %
	· Facilitate review meetings with corporate partners to collect customer requirements for their electronic on-line giving campaign.  
· Build on-line giving websites.
· Execute demonstrations of online giving software in the marketing of the product to potential accounts. Participate in the migration of accounts to online pledging tools.
· Lead the team of internal support staff from cross functional areas to facilitate the smooth delivery of services, ensuring the success of the assignment.
· Lead assignments, recommending effective methods for business operations and solutions to issues and challenges.
· Provide information to Management regarding issues and concerns, watch areas and scenarios requiring intervention. Provides information to facilitate decision making.
· Stay up to date on system changes, challenges and capabilities.  



	Customer Service
	30 %


	· Deliver effective account management support and customer service to internal and external company contacts.  
· Create reports for internal and external customers.
· Train staff and customers on campaign functions and requirements.


	Other Job duties:  Other duties that are part of the job, but are not considered essential.
	 
	· General support, defined as needed

	Required Qualifications

	Education:                                            Required       Preferred

 FORMCHECKBOX 
 FORMCHECKBOX 
 FORMCHECKBOX 


 FORMCHECKBOX 
 No Educational Requirement                    FORMCHECKBOX 
   FORMCHECKBOX 
                FORMCHECKBOX 

 FORMCHECKBOX 
 FORMCHECKBOX 


 FORMCHECKBOX 
  High School Diploma/GED                    FORMCHECKBOX 
    FORMCHECKBOX 
                  FORMCHECKBOX 

 FORMCHECKBOX 
 FORMCHECKBOX 


 FORMCHECKBOX 
  Associate Degree (2 year program)          FORMCHECKBOX 
              FORMCHECKBOX 
 FORMCHECKBOX 
 FORMCHECKBOX 
     FORMCHECKBOX 

 FORMCHECKBOX 
 FORMCHECKBOX 
 Bachelor’s Degree                                   FORMCHECKBOX 
 FORMCHECKBOX 
  FORMCHECKBOX 
                 FORMCHECKBOX 
 FORMCHECKBOX 

 FORMCHECKBOX 
 FORMCHECKBOX 
 FORMCHECKBOX 
 Master’s Degree                                      FORMCHECKBOX 
   FORMCHECKBOX 
                FORMCHECKBOX 
 FORMCHECKBOX 

Describe any specific field of study:  
     
	Work Experience:  Check the box that identifies the amount
of previous work experience.

 FORMCHECKBOX 
 FORMCHECKBOX 


  FORMCHECKBOX 
 No previous experience
  FORMCHECKBOX 
 1-3 Years
  FORMCHECKBOX 
 3-5 years
 FORMCHECKBOX 
 FORMCHECKBOX 


  FORMCHECKBOX 


 FORMCHECKBOX 
 FORMCHECKBOX 


 FORMCHECKBOX 
 5-10 Years
 FORMCHECKBOX 


 FORMCHECKBOX 
 FORMCHECKBOX 
  FORMCHECKBOX 
 10 or more years


	Describe the type of experience required

	· Bachelor’s Degree or AAS in Computer Science/Technical field and 2-3 years equivalent work experience required.

· Direct Account/Customer contact experience preferred.

· Effective written & verbal communication skills.

· Ability to coordinate and direct resources from all departments within the company.

· Demonstrated skills as a team player.

· Fully proficient and experienced in a job environment, with HTML or similar programming tools. 

· An expert in the Microsoft Office Environment (Project, Word, Excel & PowerPoint.)

· Customer service focused.



	ACCOUNTABILITY AND DECISION MAKING –What rules or procedures limit the activities and authority of this position?

	· Make decisions within the procedures and guidelines of the Campaign Operations Department and United Way of Metropolitan Chicago.

· Understand the priorities of the area to effectively support and execute projects accordingly.     

	Note:  This job description indicates the normal type and level of work expected of the incumbent.  Incumbent will be asked to perform other duties as assigned.
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