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Connecting children, young people and their families where a parent, carer or family member has a mental health challenge

	


Position Description: Business Analyst

	Reporting to:
	Director, Operations

	Hours:
	1.0 FTE

	Classification
	SCHADS Level 6

	Contract:
	Fixed term to 30 June 2027

	Location:
	Collingwood, Victoria (hybrid working available)



About Satellite Foundation

Established in 2009, Satellite Foundation is a not-for-profit that connects and empowers young people aged 8 to 25 who have a family member with mental health challenges. Satellite's programs use a combination of creativity and the sharing of lived experience to combat isolation and promote confidence, self-esteem and good coping strategies. Satellite offers peer support in a range of in-person and online programs, workshops, activities and projects centred on connection.

About the Role

The Business Analyst sits within the Operations team and, under limited direction, translates Satellite's operational and program needs into well-defined technology and systems solutions. The role controls and coordinates a defined portfolio of technology workstreams over the 2025 to 27 period, bridging business stakeholders, digital partners and technology vendors across CRM, Microsoft 365, a new learning management system and the website upgrade.

Our commitment to children and young people

All staff at Satellite are committed to:

· Amplifying and embedding the voices and lived experience of children, young people and families, so they know their voices are heard and valued.
· Placing children and young people at the heart of what we do and in the context of their family and community.
· Acting in the best interest of young people at all times.

Key Responsibilities

1: Systems and Platform Delivery

· Scope, document, control and coordinate delivery of technology-based enhancements across Satellite's operating environment.
· Lead procurement, vendor evaluation, configuration and launch of the Learning Management System (LMS), making recommendations within delegated authority and overseeing staff onboarding.
· Lead the pilot and implementation of technology for online program delivery and digital engagement.
· Provide specialist business analysis advice and work with development and technology partners to translate requirements into delivered solutions.

2: Website Upgrade

· Document functional and technical requirements for website upgrade with the communications and technical delivery partners.
· Manage the day-to-day relationship with the technical delivery partner, tracking progress and resolving issues and escalating matters outside delegated authority.
· Ensure safety and safeguarding requirements, including content controls and age-appropriate design, are built into the platform.
· Coordinate user acceptance testing, content migration and staff training ahead of launch.

3: Business Analysis and Stakeholder Support

· Prepare clear documentation, including requirements, process maps, test plans and status updates, across all workstreams.
· Facilitate workshops with internal stakeholders to elicit and validate requirements.
· Identify, assess and manage risks, dependencies and issues across workstreams, escalating matters outside delegated authority.
· Develop training materials and user guides, and provide specialist advice to the Director, Operations on reporting, planning and delivery decisions.

Essential Skills and Experience

· Demonstrated experience in a business analyst or equivalent role, covering requirements gathering, documentation and solution delivery.
· Experience working across technology platforms in an operational or NFP context, including CRM systems and collaboration tools such as SharePoint and Teams.
· Demonstrated ability to work directly and practically with technology systems, including configuring, testing and troubleshooting.
· Strong written and verbal communication skills, with the ability to translate technical requirements for non-technical audiences and vice versa.
· Proven ability to manage multiple workstreams concurrently, with attention to scope, timeline and quality.
· Ability to work independently and exercise sound judgement in a small organisation environment.
· Experience supporting or leading procurement processes, including vendor briefs and evaluation of submissions.

Desirable Skills and Experience

· Familiarity with Zoho CRM or similar CRM platforms.
· Experience supporting website projects, including safeguarding and child safety requirements in digital contexts.
· Formal qualifications in business analysis, information systems or a related discipline.

Reporting / Working relationships

Reports to Director, Operations

Working relationships include: program staff, operations team, digital and technology partners, communications partner, Executive team
Special Conditions

Employment is conditional upon:

· A satisfactory National Police Check
· A satisfactory Working with Children Check
· Proof of right to work in Australia
· Disclosure of any misconduct or formal disciplinary action by a current or former employer

Satellite Foundation is an equal opportunity employer committed to a safe working environment for all staff and volunteers, and a child safe environment for all children and young people who participate. We encourage individuals with lived experience of mental health challenges, and people from Aboriginal and Torres Strait Islander, culturally and linguistically diverse, and LGBTQIA+ communities to apply.
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