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JOB DESCRIPTION 
 

TITLE 
   Business Analyst 

NUMBER 
    50000250 

JOB FAMILY 
   Customer Service  

GRADE 
    8 

DATE REVIEWED 
   April 2012 

FLSA CLASSIFICATION 
    Exempt 

JOB SUMMARY 
Demonstrates a knowledge of and support for internal and external reporting. Performs data analysis to measure 
performance and identify efficiency opportunities. Develops and maintains business rules for functions and 
processes. 
 
Participates in collaborative teamwork efforts to improve day-to-day operations and meet SQIs as mandated by the 
WUTC, other department key indicators, and corporate goals. Provides leadership assistance and support for 
department personnel. 
 
Upholds the safety compliance standards inherent in PSE’s operating and/or field procedures related to work 
responsibilities. Promotes and supports a culture of total safety. 

 
JOB RESPONSIBILITIES 
 Provides timely and relevant metrics and analysis for key departmental, operational and financial processes. 
 Works closely with other department analysts preparing operational schedules, forecasts, budget and staffing 

plans and departmental dashboards. 
 Performs analysis and provides recommendations involving complex business issues. 
 Leads and manages internal and external project teams on various process improvement initiatives and 

customer service projects. 
 Routinely applies process improvement methodologies to business processes and procedures. 
 May perform emergency duty supervisor rotation and respond to call outs and other company-wide 

emergencies during core and non-core hours. 
 Coordinates training efforts with other departments to ensure effectiveness and efficiency. 
 Performs other duties as assigned. 

MINIMUM QUALIFICATIONS / KNOWLEDGE / SKILLS / ABILITIES 
 Strong problem solving and analytical skills in a complex environment, with exceptional PC skills using Word, 

Excel, PowerPoint, Access, SAP and CLX;   
 Strong time management and organizational skills.  Able to work independently in a fast paced environment 

and prioritize assignments; 
 Strong customer service, communication, and interpersonal skills with the ability to work well in a multi-team 

environment; 
 Effective written and oral communication skills. 

DESIRED QUALIFICATIONS / KNOWLEDGE / SKILLS / ABILITIES 
 Working knowledge of WAC rules and tariffs, WUTC rules and regulations.  
 Ability to create a positive work environment. 

 


