Job Description #: 7815

CITY OF HAMILTON

PLANNING AND ECONOMIC DEVELOPMENT
PLANNING AND ECONOMIC DEVELOPMENT — LOCATION — 71 MAIN STREET WEST)

FUNCTIONAL LEAD — PLANNING, PERMITTING AND LICENSING SYSTEM

SUMMARY OF DUTIES

Reporting to the Manager Strategy, Continuous Improvement and Open for Business, oversees the
implementation of a new planning, permitting, licensing system technology in one of the functional areas:
Building, Planning, Growth Management or Licensing and Bylaw. The Functional Lead serves as a key
liaison between business stakeholders and the implementation partner (vendor) and serves as a member
implementation project team, ensuring that business processes and system functionalities align with
operational needs of their assigned division. This role represents key business process and functional
team members from across their division’s areas of expertise.

Utilizes deep experience in their functional area, leads activities including consultations with internal and
external stakeholders, subject matter experts, and technical experts to make decisions about system
configuration, security, workflows, data management, analytics, reporting and system integrations. The
Functional Lead works closely with the Divisional Director and Divisional Management Team members to
facilitate quick decision making and ensure leadership is engaged and kept up to date on all aspects of
the project. The incumbent participates in creating policy and risk protocols for the overall operations
enabled by the new technology and in activities related to user adoption. The Functional Leads oversees
and supports data migration, data conversion, process design, system configuration, report design,
documentation, user acceptance testing, and go-live and post go-live troubleshooting activities on behalf
of their division.

GENERAL DUTIES
Pre-implementation

Provide knowledge of the functional area as delivered currently inside and outside the technology
solution.

Through an analysis of current state needs, confirm future operational goals for the functional area. Make
decisions or recommendations to senior leadership as appropriate on process changes to improve data
accuracy, user experience and increase efficiency.

Preliminary process design and evaluating impacts of process changes.
Provide input to key project deliverables (e.g., project workplan).

Contribute to establishing the work process and relationships of the full project team including others in
Building, Planning, Growth Management, Municipal Law Enforcement, Information Technology, and other
stakeholders across the city.

Support development and implementation of communication plans, change management plans and
change activities to support both internal and external stakeholders. Acts as a change champion
throughout the project lifecycle.

System Design

Identify needs, dependencies, and constraints for functional area in consultation with subject matter
experts, stakeholders, and experts from implementation partner (vendor).
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Act as the single point of contact to identify and collect information from subject matter experts in
functional area to ensure timely and accurate information.

In consultation with subject matter experts and with the identified future business requirements, make
decisions on future state functionalities.

Identify system requirements and map processes.

Identify change impacts for end users and other stakeholders.

In consultation with Labour Relations, determine impact of collective agreement interpretations on
process design. Evaluate system design and changes to ensure alignment with collective agreement

requirements.

Understand the cross functional technology capabilities and provide input into other areas for alignment
across the technology.

System Configuration

Ensure business requirements are appropriately reflected in system configuration (end to end processes)
and aligned with the future service delivery model.

Sign off on processes and configuration values.
Ensure alignment of functional decisions with business requirements by evaluating effectiveness of new
processes, adapting to changes in design and discussing significant process changes with other

Functional Leads.

Manage communication between internal subject matter experts to get a comprehensive understanding of
decisions’ impacts on the overall solution.

Provide feedback as prototypes are developed.
Resolve escalated risks, issues and decisions related to process design and configuration.

Escalate risks with a significant cost or time impact to the Project Manager.

Data Conversion and Reporting

Coordinate with subject matter experts, and project team to make decisions related to data conversion
from current systems.

Support data mapping and validation for mock conversions. Contribute to reporting requirements and
ensure business requirements are understood by the technical teams.

Manage data conversion validity through iterations including data transformation, loading and
reconciliation.

System Documentation and Training
Contribute content for training materials for end-user training.

Review and sign off configuration documentation.

Sign off on documentation for training and change activities.
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Testing
Collaborate with technical teams to design testing scenarios and scripts.

Identify and coordinate staff from business area who will participate in testing and provide support for
testers during the process.

Confirm if system is working as per the functional and business requirements.
Provide input to system configuration adjustments and other changes based on testing.

Provide sign off on adjustments made based on testing.

Go-live and post go-live support
Support development of training plans and coordinate delivery of training for business users.

Contribute to the cutover plan and manage cutover tasks for go-live.
Answer end user system related questions, resolve issues and support end user transition and adoption.
Contribute to strategies for end-user adoption.

Report on any system capabilities not working as expected and resolve with technical teams.
Solicit feedback on user experience and satisfaction with system functioning.

Identify opportunities for process and system improvements and make necessary adjustments.
Establish routines for system upgrades and sustainment utilizing vendor resources and expertise.

Act as a central point of contract for business users to help troubleshoot and report any technical issues.

QUALIFICATIONS

1. Extensive experience related to the duties above normally accompanied by a minimum 3-year
University/College Degree in a related field or equivalent experience.

2. Extensive experience working in the stated functional area. Experience with business processes at
the City of Hamilton within the functional area preferred.

3. Excellent understanding of business processes and procedures. Progressive experience working
in a planning, permitting, licensing system is preferred.

4. Demonstrates practical experience with reports and analysis.
5. Possess strong analytical skills in order to be able to review relevant data inputs from multiple
sources and use them to reach informed business processes procedures and conclusions to

management.

6. Strong problem-solving skills in order to effectively address business process inefficiency and
redundancy with the ability to exercise sound judgement.

7. Ability to work with multiple priorities and strict time constraints.

8. Strong interpersonal and communication skills.
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9. Proficient in a computerized Windows based environment with a working knowledge of Microsoft
Office software (Outlook, Word, Excel and PowerPoint).



