OSI – Project Management Office
Project Roles and Responsibilities

REQUIREMENTS ANALYST
Role(s):

The Requirements Analyst is responsible for ensuring the new system includes the business requirements and functionality that meets the needs of the stakeholders.

Responsibilities:

Requirement Analyst:

· (Participates) in the evaluation of final proposals to ensure the system requirements are understood and properly addressed.

· (Develops) and maintains the Requirements Management Plan.

· (Participates) in the requirements definition processes with the systems integrator, project staff, and other stakeholders.

· (Oversees) the requirements definition processes, including monitoring and assessing issues that relate to requirement changes.

· (Defines) and documents business requirements. 

· (Assists) in business analysis; facilitate workgroups to define business requirements. 

· (Defines) and documents technical requirements resulting from business analysis and/or business workgroups; coordinates requirements approval.

· (Performs) analysis of legislation and other external events that may impact requirements and proposes changes when necessary.

· (Facilitates) workgroups to define or clarify business needs and system requirements.

· (Performs) impact analysis of change requests to determine the impact of existing requirements or the need for new requirements.

· (Assists) in the maintenance of the requirements stored in the project’s requirements management tool. 

· (Traces) requirements to deliverables, including the evaluation of the systems integrator deliverables. 

· (Ensures) tracing analysis is completed for system and User Acceptance Testing to ensure the automated solution meets program business requirements.

· (Participates) as a technical member on the evaluation team for the evaluations of draft and final bids of the systems integrator and infrastructure services procurements.

· (Administers) the tool for requirements management, includes the establishment and maintenance of Project processes related to requirements management, enters all Project system and service requirements into the database, establishes and maintains links and relationships between requirements so that when a requirement is changed, other affected requirements are also considered.

· (Documents) and (reports) requirement management activities and status via oral &/or written on <insert frequency> basis to management, project sponsor(s), and external stakeholders.
· (Identifies) risks related to requirements management, develops and monitors mitigation plans and develops and maintains contingency plans.

· (Participates) in contract oversight related to requirements management deliverables of the systems integrator; provides findings and recommendations to Project Manager and Contract Manager on acceptance.

· (Ensures) that business requirements are documented and the appropriate technical computing architecture standards at the project, state, and industry level are developed and properly integrated to meet the business needs of the state and counties.

· (Defines) the scope of system changes and reviews and approves system change requirement/design documents, test plans, and test result/risk assessment documents.  

· (Manages) software change work plans, prepares and presents unit activity reports, and approves and contributes to internal and external policy and procedures.

· (Participates) in the identification, clarification, and simplification of work processes (business process re-engineering) to improve staff efficiency and effectiveness in providing customer service.

· (Facilitates) and participates in regular and frequent meetings with internal and external customers to exchange information and reach decisions relative to customer requests and needs.  

· (Acts) as a liaison with all levels of federal, state, and county governments and contractors.  
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