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	JOB DESCRIPTION – Junior Business Analyst 



	Employee’s Name
	

	Job Title/Position:
	Junior Business Analyst 

	Appointment by:
	Director of Downstream Business Unit
	Term:  3 years

	Employment Contract type:
	Fixed-Term
	


	Current Team/Dept/Unit
	Downstream Business Unit

	Reporting to
	Business Development Manager

	Qualification and Training or Experiences


	· Bachelor’s degree in business, Economics, Finance, Engineering, Data Analytics, or related fields. 

· Minimum of two (2) years of relevant working experience in business analysis, data analysis, financial analysis, market research, business development 
· Strong analytical and problem-solving skills with attention to detail

· Familiarity with Power BI, Tableau, or similar tools is a plus but is not required. 

· Coursework, volunteer experiences, thesis projects, or student research experience is considered an advantage.

	Knowledge and Skill (Competences)


	Technical Knowledge & Skills:

Technical Knowledge: 

· Minimum understanding of Timor-Leste Downstream Law, Investment Law, Environmental Law, Regulatory reporting, and compliance. 
· Have a good understanding of the oil & gas Downstream businesses Market.
· Proficiency in Microsoft Excel (pivot tables, formulas, macros) & Familiarity with data visualization tools (Power BI, Tableau, or similar).

· Familiarity with ERP systems (SAP, Oracle, or similar) is an advantage

· Experience preparing management reports and presentations
· Basic knowledge of downstream business operations (supply chain, marketing, sales, distribution).
Core Skills:

· Good understanding of sensitivities in a multi-cultural working environment. 

· Ability to break down complex problems into manageable parts & Strong quantitative and qualitative reasoning.

· Proficiency in oral and written communication skills in English, Tetum, Portuguese and Indonesian Languages. 

· Demonstrating integrity, accountability, and reliability & Maintaining confidentiality and respect for organizational values.

	Personal Attributes/quality 
	· Teamwork spirit, trusted, responsible, honest, assertive, and highly cooperative with superiors and team members. 

· Upholds ethical standards and confidentiality in handling business information & Displays reliability and accountability in all work.
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1. Role:

Junior Business Analyst
2. Responsabilities:
2.1  Key responsabilities:

· Assist the Donwstream Business Development Manager to carry out Downstream Busness works TIMOR GAP, E.P.
· Prepare reports and presentations to support presentations for management review &  maintain accurate documentation of business processes and analytical findings.
· Gather, validate, and analyze operational and financial data to support business decisions & Identify trends, risks, and opportunities in downstream business performance.
· Assist in identifying inefficiencies in workflows and propose solutions & Contribute to projects aimed at improving productivity and cost efficiency.
· Conduct research on industry trends, customer behavior, and competitor activities & Conduct research on industry trends, customer behavior, and competitor activities.
· Work closely with teams in finance, supply chain, marketing, and operations & Support alignment of business strategies across departments.
· Performs any other tasks and duties as requested by the Director or Management Team.
2.2 Prinsipal Regular Tasks

· Assist the Downstream Business Development Manager to carry out Business work, Identify and pursuing new downstream market opportunities. TIMOR GAP, E.P.

· Collect, clean, and organize business and operational data & perform routine analysis to identify performance trends and variances.
· Update weekly and monthly performance dashboards & prepare recurring reports for management review.
· Working on assigned tasks by immediate supervisor & help coordinate marketing events, trade shows, or webinars.
· Monitor market and competitor updates relevant to downstream operations & downstream (sales, distribution, supply chain efficiency).

· Assist in gathering input from finance, operations, and marketing teams & Provide support during meetings by preparing notes, summaries, and action trackers.
2.3 Other Tasks

In addition to the above regular principal tasks, the following are part of the duties. 

· Any other duties as directed by the Director of Downstream Business Unit or Management of TIMOR GAP, E.P. 
· Carry out any other duties as directed by the Director and TIMOR GAP management. 
3. Accountability:

Accountable for ensuring that all Downstream Business Unit operations and related projects are conducted in a satisfactory manner (in line with TIMOR GAP Policies and Procedures). 
4. Organizational Structure:
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4. Key Performamce Indicators (KPIs):

	OBJECTIVE 1: DATA ANALYSIS & BUSINESS REPORTING

	Intervention/Activity
	Target Outcome
	Baseline
	Basis of verifying it

	Gather, validate, and analyze operational and financial data.
	100% data accuracy. 100% of requests were fulfilled on time. 90% of reports submitted before deadline
	
	Feedback from supervisor. 

	Maintain organized documentation of all analytical work and project data.
	All files are stored in a centralized repository with version control.
	
	 Supervisor confirmation on accessibility.

	OBJECTIVE 2: RESEARCH & STRATEGIC SUPPORT

	Intervention/Activity
	Target Outcome
	Baseline
	Basis of verifying it

	Conduct research on industry trends, competitors, and customer behavior
	 Deliver at least 1 comprehensive research briefs per year.
	
	 Submission and approval of briefs.

	Assist Business Development Manager in identifying new market opportunities
	Contribute to at least 1 business proposal or feasibility studies per year.
	
	 Acknowledgment from Manager.

	OBJECTIVE 3: PROCESS IMPROVEMENT & CROSS-FUNCTIONAL SUPPORT

	Intervention/Activity
	Target Outcome
	Baseline
	Basis of verifying it

	Identify workflow inefficiencies and propose solutions.
	Propose at least 2 data-backed process improvements per year. Each must show measurable efficiency gains.
	
	Supervisor confirmation on impact.

	Gather input from finance, supply chain, marketing, and operations teams.
	Provide meeting notes and action trackers
	
	Meeting notes. Action tracker logs. Supervisor feedback

	OBJECTIVES 4: OBSERVANCE & ADOPTION OF THE QHSE PRINCIPLES/BEHAVIOR IN THE JOB AND WORKPLACE.

	Intervention/Activity
	Target Outcome
	Baseline
	Basis of verifying it

	Ensure the DBU staff members apply and observe TIMOR GAP QHSE policies when doing their jobs
	No QHSE accidents in doing their jobs


	
	The registered QHSE incident indicates no accident for the team. 

	OBJECTIVES 5:  OBSERVANCE & ADOPTION OF ALL OTHER TIMOR GAP POLICIES AND PROCEDURES AND UPHOLD THEM (E.G. ETHICAL BEHAVIOR, TIME ATTENDANCES, TEAMWORK, SHARING AND MUTUAL RESPECT, ETC)

	Intervention/Activity
	Target Outcome
	Baseline
	Basis of verifying it

	Ensure all the DBU team members apply and observe TIMOR GAP all other policies & procedures when doing their jobs
	No incidents of violation or lack of attention to the policy & procedures in performing their jobs. 
	
	The registered QHSE incident indicates no accidents for the team.


The information contained in this job description is a true and accurate reflection of the job as per the date specified.

Direct Supervisor:
Name: …………………………………………………………………………………

Role/Job Title/Position: …………………………………

.

Signature: ……………………………….  Date: ……………………………

Job Holder:

Name: ……………………………………………………………………………….

Role/Job Title/Position: …………………………………

.

Signature: ………………………………….  Date: ……………………………

Verified and Approved by the Head of the Unit:

Name: …………………………………………………………………………………………………….

Role/Job Title/Position: …………………………………

.

Signature: …………………………………….  Date: ……………………………
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                              Initials: ……………………………..                       

NB: 
1. This form should be signed every time there is a change to the employee’s job description, role or KPIs

2. Two Original copies: one for job holder; another for HR Department 


