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Job Description 

Systems Analyst 

 
Job Purpose: To examine and review existing systems and business processes, 
recommend and implement new features, improvements and data integration, all with the 
aim of improving business efficiency and productivity. 
 
To apply a methodical approach to problem solving and attention to detail, build relationships 
with internal and external stakeholders with varying levels of technical ability, identify where 
existing processes can be improved. 
 
Develop and where possible, automate routine high-quality management reporting and 
dashboards, ensuring data quality and integrity. 
 
Conduct a full review of the Brain Tumour Research Process Manual and ensure all 
processes are relevant and fit for purpose and updated as required. 
 

Reports to:  Director of Finance and Operations  

Location: Milton Keynes 

Salary:  £30-35k p.a. depending on experience (initial 12-month contract term) 

Hours of work: 9 – 5 plus reasonable additional hours necessary to perform duties  

Line management: None 

Key relationships: 

Team members across all levels within the organisation, across all functions and with people 
with varying levels of technical ability. 

External stakeholders, including working closely with systems providers, developers and 
testers. 

The Brain Tumour research Leadership Team for guidance, direction and regular updates. 

 
Background:  Brain Tumour Research is an ambitious national charity, determined to improve 
outcomes for brain tumour patient and their families. 
 
Brain tumours are indiscriminate; they can affect anyone at any age. What’s more, they kill 
more children and adults under the age of 40 than any other cancer... yet historically just 1% 
of the national spend on cancer research has been allocated to this devastating disease. 

Since our launch in 2009, Brain Tumour Research has been campaigning to change this and 
in early 2018 both the Government and Cancer Research UK announced a significant five-
year investment. But even with this, the national investment is still not at the level of other 
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cancers such as breast and leukemia and and less than 20% of patients survive beyond five 
years  – this has got to stop. We will continue to campaign for parity and we will continue to 
build capacity and fundraise to support our network of experts in sustainable research at 
dedicated Centres of Excellence whilst influencing the Government and larger cancer 
charities to invest more nationally. 

We are the only UK national charity that is singularly focused on finding a cure for brain 
tumours through increasing the national investment in brain tumour research including 
fundraising to support our own Brain Tumour Research Centres and to provide a leading 
voice for greater support and action for research into what scientists are calling the last 
battleground against cancer. 
 
Since we started, we have seen tremendous growth. Brain Tumour Research has invested 
heavily in new systems to assist and support this growth. We now wish to recruit a Systems 
Analyst to improve the productivity of the Charity by conducting a comprehensive review of 
all existing systems and processes, drive efficiency improvements and help take the Charity 
to the next level. 
 
Help us fund the fight. Together we will find a cure. 
 
MAIN DUTIES 
 
Systems Review 
 

• Liaise with and discuss users’ needs to determine vulnerabilities and opportunities 
for improvement to boost productivity, efficiency and accuracy in our computer and 
other systems 

• Translate user requirements into highly specified project briefs 

• Use understanding of wider marketplace to identify and recommend options for 
potential solutions and assessing them for both technical and organisation suitability 

• Work with systems providers to understand existing and prospective systems 
functionality and ensure Brain Tumour Research are fully exploiting systems 
capabilities 

• Assess opportunities to interface systems (e.g. website and CRM) to automate data 
exchange 

Project leadership 
 

• Motivate and lead a dynamic cross-functional team that can deliver diverse, 
innovative and cost-effective system and process improvements that help to achieve 
the organisation’s fundraising and expenditure targets.  

• Be accountable to the Director of Finance and Operations for the timely delivery of 
this project and other tasks assigned. 

 
Training and Implementation 

• Oversee any necessary implementation of new processes and systems including 
data migration where and as appropriate 

• Create systems and user documentation and support users on change control and 
systems updates 

• Deliver training to new users 

 
  

https://www.braintumourresearch.org/research/centres-of-excellence
https://www.braintumourresearch.org/campaigning
https://www.braintumourresearch.org/campaigning
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Management Reporting 
 

• Understand and assess management reporting requirements 

• Integrate systems to accelerate and automate routine management reports 

• Develop dashboard reporting for all staff as required 
 
Organisational strategy and teamwork 
 

• Contribute to the overall strategic direction of the charity’s systems and business 
processes.  

• Use unique role to actively contribute to organisational cohesion, employing cross-
team working, and a problem-solving approach.  

 
External Market Review 
 

• Monitor the external environment in order to understand latest developments in the 
relevant systems environment, evaluate their significance, assess their potential for 
Brain Tumour Research and identify new opportunities and innovations that help the 
organisation achieve its objectives. 

 
Risk Management 
 

• Ensure that for all business systems, potential risks and assumptions are identified 
and analysed.  Ensure that steps are taken and agreed as appropriate in order to 
protect the charity’s interest in a manner consistent with commercial prudence.  

 

General 

 

• Comply with all relevant charity and other legislation (data protection etc.) and 
Institute of Fundraising Code of Fundraising Practice. 

• Comply with Brain Tumour Research’s internal policies as appropriate. 

• Undertake any other reasonable duties as required by the Director of Finance or 
Leadership team. 
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Person Specification: 

Criteria Essential / Desirable 

Qualifications: 

Educated to degree level or equivalent E 

Project Management qualification – Prince 2 or similar  D 

Experience: 

At least 3 years’ experience of managing major systems 
projects 

E 

An understanding of business systems E 

An understanding of business processes E 

A deep understanding of CRM systems E 

Experience of providing training and developing user 
manuals to users of a new system 

D 

Knowledge of, and ability to interpret industry and 
economic trends. 

E 

Experience of budget management and monthly 
reporting. 

E 

Experience of developing strategic and operation 

solutions. 

D 

Skills and attributes: 

Able to think creatively and identify new and innovative 

solutions. E 

Experience of managing diverse teams on a direct or 

matrix basis, with the ability to lead change, motivate and 

support, as well as delegating and managing busy 

workloads. 

E 

Excellent relationship management skills. 
E 

Financially literate. 
E 

Very strong written and verbal communications skills.  
E 

Strong interpersonal and influencing skills. 
E 

Proactive self-starter, able to work unsupervised within 

agreed timeframes. E 
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Strong planning and organisational skills - able to 

prioritise workload effectively.  E 

Strong analytical skills with good attention to detail 
E 

Understanding of relevant legislation which applies to 

data management. D 

Strong IT skills and literacy – highly competent user of MS 

Office and ability to work with database systems. E 

Flexible and adaptable style; willing and able to work as 

necessary to complete specific tasks and achieve 

deadlines. 
E 

Empathy with work of Brain Tumour Research. 
E 
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Role Competencies – Systems Analyst 

Leadership 

Creates impact by inspiring others 

• Leads by example and inspires confidence 

• Motivates by empowering others 

• Inspires others by creating a common vision 

• Leads people through challenging change scenarios 

 

Influence  

Uses understanding of others to influence outcomes 

• Negotiates to resolve differences while maintaining support 

• Builds solutions with others 

• Is politically aware and able to use influence without authority 

• Builds networks, creating productive connections 

• Communicates and obtains ownership of difficult decisions 

• Resolve conflicts and achieve consensus through effective negotiation 

 

Strategic Thinking 

Translates insights, knowledge and analysis into long term solutions 

• Applies awareness and insights of the external environment 

• Sees systems and processes within the context of the wider organisational strategy 
and objectives 

• Identifies trends and relationships in complex information 

• Critically filters information and shows good judgement 

• Analyses risk and prepares the organisation for future systems development 

 

Communication 

Engages others through effective dialogue 

• Understands the needs and priorities of others and is able to empathise  

• Effectively adapts style to situation and audience 

• Engages others through active listening 

• Contributes opinion with conviction 

• Has excellent presentational skills and the ability to ‘pitch’ effectively for new 
solutions 

 

Performance management  

Manages and drives performance 

• Helps develop and lead high performing team 

• Inspires, motivates and engages people to improve their performance and that of 
others 

• Takes accountability for delivering goals and manages the consequences for those 
that under-perform 

• Draws in expert support where required, e.g. HR 
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Managing talent  

Develops talent and potential 

• Provides regular and honest feedback, guidance and mentoring to support 
development 

• Creates a culture of development, feedback and coaching in the team 

 

Working across the organisation  

Works effectively across the organisation and with key stakeholders 

• Fosters a climate where people feel personally responsible for creating and 
sustaining the organisation’s success and reputation 

• Advocates the importance of sharing knowledge as a key to empowering people 

• Thinks and acts for the wider organisation 

• Encourages others to build collaborative relationships with all parts of the 
organisation and creates a shared culture of fundraising across the organisation 

 

Innovation 

Uses creativity to challenge the norm and generate development 

• Takes an inquisitive approach to the world around them and challenges the status 
quo  

• Works with others to create and deliver new ideas and challenges others to see 
things differently 

• Turns ideas with potential into reality 

• Takes considered risks 

 

Relationship management 

Manages internal stakeholder relationships effectively in ways that maximise benefit to the 

organisation 

• Develops relationships across the organisation in order to develop and implement a 
successful Systems strategy 

• Is able to solicit support from key stakeholders as appropriate to deliver objectives 
and Cross Functional solutions 

 

Attitudes/ Behaviours 
 

Self-awareness 

Acts on a genuine awareness of self 

• Is proactive in learning new skills and developing as an individual 

• Seeks constructive feedback, reflects and takes appropriate action 

• Understands own impact on others and modifies behaviour accordingly 

 

Passion 

Uses enthusiasm and energy to motivate self and others 

• Conveys passion and conviction for cause  

• Inspires and enthuses others to excel 
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Personal Drive 

Develops and embraces a challenging vision of the future and strives to deliver it 

• Helps develop an aspirational vision of the future for the organisation where efficient 
systems and processes are embedded 

• Is driven to achieving exceptional results 

• Constantly challenges own personal performance and helps to develop others by 
challenging theirs 

• Demonstrates tenacity 

 

Flexibility 

Able to adapt approach when necessary 

• Is open to new ideas and perspectives 

• Willingly adapts thinking and is able to modify direction in light of new information 

• Develops, and where necessary implements, contingency plans to deal with 
unforeseen circumstances 

 

Specialist knowledge/ understanding areas 
 

Project Management 

Experienced in leading diverse teams to successfully deliver complex projects 

• Achieves authority by inspiring others, setting a clear vision and leading effectively 

• Agrees key milestones and regularly communicates project status 

• Effective manages in a matrixed environment  

• Delivers effective meeting management – keeps meetings to agenda, time and 
objectives and provides timely minutes and action items 

Systems Programming 

Has a broad knowledge of hardware, software and programming 

• keeps up to date with technical and industry developments 

• Broad knowledge of major operating systems. 

• Familiar with preparing software documentation. 

• Prepares user manuals by writing operating instructions 

• Understands the relevant elements of charity and corporate law and regulation and 
how they relate to the Data Management 

 

 

Core Competencies for all roles at Brain Tumour Research 

Supplied as a separate document 


