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Role Description & Person Profile

	Role 
	

	Job title
	Change and Communications Analyst

	Division
	AB Agri – Central

	Department
	Project Enterprise 

	Location
	Peterborough / Hybrid

	Team Structure 
Reports to, direct reports, etc.
	Reports to Business Readiness & Change Lead 
No Direct Reports

	Description
	

	Impact Statement 
The contribution of the role to achieving the overall business objective. Span of impact. 
Main purpose, focus of the role.
	The Change and Communications Analyst role assists in delivering Change Management capabilities, targeted communications and the delivery of training, by applying recognised standards, in support of the ERP programme, Project Enterprise. The role supports the achievement of intended business outcomes centred on the adoption of the system and associated ways of working.

This role supports the Change Management and Training teams in enhancing employee engagement, facilitating smooth transitions, and ensuring effective communication throughout all stages of change. 

	Role Objectives 
The key responsibilities and key accountabilities of role. (5 to 10 areas)
	The main purpose of the role is to support a broad range of Change Management and Training team related activities, working under the guidance and direction of the Business Readiness and Change Lead, the Training Manager and the Communications and Change Advisor. Support may also involve working under the direction of the Business Analyst Lead and in collaboration with the BA team to document processes. Change Management support includes being involved in change impacts and risks assessments, in the development and implementation of change management plans working with key stakeholders. The role involves supporting the tracking of people and business readiness for change according to predefined metrics. The communications activities element of the role includes supporting the creation of clear, concise, and consistent messaging that resonates with diverse stakeholders, and ensuring that all changes are communicated effectively to mitigate resistance and ensure buy-in from all employees

Role description specifics: 

Impact Assessment and Business Process Documentation 
· Collaborates as part of the Change Management team in the identification of change impacts and risks in effected audiences. Supports the integrate impact assessment findings into tactical change management actions and the training plans to help prepare employees and mitigate change risks. 
· Collaborates with Business Analysts and other members of the Change Team to document business processes in support of impact assessment and training materials preparation. 

People Readiness 
· Collaborates as part of the Change Management team on the assessment of people readiness by applying readiness frameworks, metrics and measures to track the preparedness of impacted audiences. 

Support for Internal Communications and Engagement 
· Works with the Business Readiness and Change, Lead, and Change and Communications Advisor to support the manage communication channels, to assist in ensuring employees are informed about key changes and training plans.

Learning Requirements Assessment
· Supports the conducting of learning needs assessments, working in partnership with other members of the Change Management team, subject matter experts and local management teams to identify learners’ needs. 

Learning Curriculum Creation and Management 
· Supports creation and update of learning curricular, learning libraries and course information 
· Updates the learning management systems to ensure learning content is current and appropriate for the learning audiences’ needs 
· Supports the scheduling of learning programmes for impacted audiences 
· Tracks learning attendance, updates records and provides reporting. 

Conducts learning evaluation and closes learning gaps 
· Supports the tracking of learning metrics and measures to track learners’ knowledge attainment. 

Manages the sustainment of learning on the project 
· Supports the planning and arrangement of learning groups / communities of practice for the systems and processes associated with the project’s scope. 

Monitor Stakeholder and Employee Feedback on Learning
· Supports the gathering of feedback from stakeholders and employees to assess the effectiveness of learning delivery and attainment, and in the adjustment of training to address gaps in learning and proficiency.

Measurement and Reporting
· Supports the tracking and reporting on the impact of training efforts and the progress of change initiatives to senior leadership.
· Supports the tracking of people readiness and change adoption reporting by contributing to the development of reporting capabilities and providing learning related data to support reporting. 


	Key Stakeholders 
What are the challenges of the relationships, communication strategies required, etc 
	· Provides support to Business Readiness and Change Lead and other Change Management project resources, project subject matter experts (including Global Process Owners. Workstream Leads and Local Process Owners) 
· Colleagues across AB Agri and ABF

	Scope
Depth, breath of knowledge application, ability to innovate, complexity of tasks, budgetary responsibility.
	· Provides support with the delivery of Change Management services for Project Enterprise 
· Provides support with the delivery of training services for Project Enterprise 
· Manages competing priorities

	Person Profile
	
	Essential (E) or Desirable (D)

	Knowledge
Consider experience, any formal qualifications genuinely necessary or any key areas of knowledge.
	· Experience in communications, change management, business analysis or in a related field e.g., organisational development or learning and development. 

· Understanding of change management frameworks and methodologies (e.g., Prosci, ADKAR). 

· Prosci Certified. 

· Excellent written and verbal communication skills with the ability to translate complex ideas into clear, engaging content.

· Proficiency in digital communication tools and platforms e.g., SharePoint, Viva Engage (Yammer), etc.).

· Proficiency in reporting tools and report development e.g. PowerBI. 

· Experience in internal communications within a corporate environment.

· Experience with documenting business processes. 

· Familiarity with project management tools e.g. ADO / DevOps. 
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	Qualifications
	Prosci qualified (or equivalent)
Relevant Degree or equivalent (business/analysis)

	D
D

	Key Behaviours
Consider which of our Guiding Principles are particularly relevant and also any role specific behaviours.
	· Customer Focused
· Creative
· Self-starter and team player
· Excellent relationship building and influencing skills
· Excellent verbal and non-verbal communication skills at all levels from Senior Directors through to end-users 
· Ability to adapt to a dynamic work environment and manage multiple priorities
	All Essential


	Other Factors 
Travel, shiftworking, HGV Licence, etc.
	The ability to travel to other UK business sites and for international travel as needed including overnight stays 
	
Essential
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