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Kansas Board of Regents  
Position Description for 

Business Intelligence Analyst 
 
Date:    August 2026 
Name:  Vacant 
Position No.: K0224310 
Supervisor:  Associate Director for Reporting 
 
Brief Description of Position: 
The Business Intelligence Analyst will serve with a team of data and reporting professionals to support the 
coordination of statewide postsecondary data systems. Duties will include aspects such as determining 
system requirements, writing technical data specifications, testing system modifications, creating 
reporting tables, and other duties as assigned. The ability to comprehend and communicate complex 
technical information in a meaningful way is key to success in this position. 
 
Technical Support Model:  
This position is part of a technical data team that supports the full agency. Team members rotate duties, 
share many functions, and are assigned projects based on operational need. The team is cross-trained and 
will provide coverage as necessary to ensure continuity of services. 
 
Position Responsibilities: 
Systems Analysis, Data Management, and Reporting 
• Supports data collection and statutory reporting activities. 
• Performs systems analysis and design; recommends relational database table structures. 
• Derives and transforms data and creates reporting dimensions through complex queries using SQL and 

other programming languages. 
• Creates internal and public-facing reports using business intelligence software. 
• Works within the confines of the business intelligence software to deploy style sheets, design reporting 

dashboards, and create filterable, downloadable public reports. 
• Runs data extracts in accordance with schedules and specifications. 
• Produces standard and ad hoc reports, presentation materials, trend reports, performs research or 

predictive analysis, and other reporting duties associated with reporting. 
• Reviews reports and datasets for variances, anomalies, and data-quality concerns; obtains 

explanations, logs data validation questions, and retains documentation. 
 

Technical Specifications, Testing, Training, and Communications 
• Drafts and coordinates technical specifications, including data validation edits, and tests system 

modifications and reporting changes. 
• Drafts and maintains technical documentation, training materials, and desk aids for various data 

collections. 
• Conducts one-on-one training or participates in training webinars. 
• Sends and receives data news and alerts to institutional users. 
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• Responds to institutional data-related inquiries accurately and professionally. 
 

Project Coordination and Documentation 
• Coordinates and advances statewide postsecondary education data systems in accordance with 

schedules and requirements. 
• Leads assigned projects by defining scope and requirements, developing work plans, setting timelines 

and milestones, coordinating activities, executing requirements, and ensuring timely completion. 
• Creates and maintains clear and concise documentation for all assigned projects. 
• Provides weekly project updates to supervisor and logs status in project software, documenting 

progress towards tasks and milestones. Monitors project alerts. 
• Maintains reporting calendars and communicates data collection and reporting schedules to 

institutional and Board staff. 
• Writes, proofs, and edits policy or issue papers or other documents as requested. 
 
Compliance, Privacy, and Access Management 
• Applies small cell suppression rules to reports according to Board statistical disclosure guidelines. 
• Coordinates quarterly wage-data requests; manages destruction schedules, data access affidavits, 

and authorized user lists in compliance with FERPA, labor laws, and contracts. 
• Manages data system account authorizations and periodic user validations. 
• Respects data confidentiality and ensures data privacy in accordance with applicable laws and 

policies. 
 
Specialized Responsibilities 
• Each employee will be assigned to lead specified projects for given periods of time. 
 
Position Expectations and Competencies: 
Professional Accountability and Adaptability 
• Learns how to access the right data for the assignment. 
• Shows up to work on time and follows instructions, policies, and procedures. 
• Meets productivity standards, deadlines, and work schedules. 
• Checks work to ensure accuracy and completeness. 
• Responds positively to change, embracing and using new practices or suggestions to accomplish goals 

and solve problems. 
• Asks for and uses feedback to improve performance. 
• Does not make excuses for errors or problems; acknowledges and corrects mistakes. 
 
Communication, Collaboration, and Service 
• Maintains an open, approachable manner, and treats others fairly and respectfully. 
• Preserves others’ self-confidence and dignity and shows regard for their opinions. 
• Is actively helpful to others as they learn new duties and tasks. 
• Performs other duties as assigned by supervisor. 
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Supervisory Duties: No 
 
Required Qualifications: 
• Two or more years of experience working with relational database systems and concepts. 
• Two or more years of experience or education with query languages such as SAS or SQL. 
• Ability to analyze data reporting needs and support the design of related systems. 
• Ability to  comprehend complex materials with minimal guidance and work independently toward 

assigned objectives. 
• Ability to apply project management skills to manage multiple projects, prioritize tasks, and follow 

through to completion. 
• Strong written, verbal, analytical, data presentation, and critical thinking skills. 
• Ability to work independently and as part of a team. 
• Willingness to travel occasionally within and outside the state of Kansas. 
 
Preferred Qualifications: 
• Bachelor’s degree in a relevant area from an accredited institution 
• Experience developing reports  using business intelligence software such as Power BI, WebFOCUS, 

SAS, or similar reporting software. 
• Experience working with large data systems or modern data technologies. 
• Experience using web-design languages such as HTML or JavaScript. 
• Experience working in higher education. 


