M|IVS

CAREEROPENING
Junior Business Analyst
IT Department

The Indus Valley School of Art and Architecture is a premier, degree-awarding institution in Karachi, Pakistan
that provides education in art, design and architecture. [VS invites applications from eligible candidates for a
contractual position as Junior Business Analyst in the IT Department.

Core Responsibilities:

IVS is implementing a new Campus Management System and seeks a Junior Business Analyst (6-month
contract) to support configuration, testing, and implementation across different phases. The role involves
collaborating with faculty, staff, and the vendor to gather requirements, develop test cases, support user
acceptance testing, create user guides, conduct training, and track issues to resolution. The ideal candidate is
detail-oriented, organized, and skilled at bridging business users and technical teams.

Engage with faculty, staff, and administrative units to understand academic and operational processes.
Gather and document business requirements, user stories, and process flows.

Coordinate with the vendor for system configuration, clarifications, and issue resolution.

Develop test cases, support User Acceptance Testing (UAT), and log defects, track them to closure, and
retest resolved items.

Assist in coordinating User Acceptance Testing (UAT) sessions with faculty and staff.

Prepare user guides, quick reference sheets, and training materials tailored to different user groups;
conduct training for faculty, staff, and student-facing teams.

Monitor and track issues during testing and after going live; coordinate with vendor and IT teams for
timely resolution.

Assist the Project Manager with meeting notes, follow-ups, status reporting, and project
documentation, configuration logs, and change request records.

Qualification and Experience:

Bachelor’s degree in Business Management/Administration or a related field.
Minimum 1-3 years of relevant experience

Technical & Functional Skills

Basic understanding of business analysis techniques and documentation standards.
Familiarity with software implementation lifecycles (requirements, testing, training).
Ability to create test cases, process maps, and user documentation.

Proficient in MS Office (Excel, Word, PowerPoint) and collaboration tools.

Soft Skills

Strong communication and interpersonal skills for engaging with faculty and staff.
Detail-oriented with excellent organizational and follow-up abilities.

Quick learner with the ability to explain new systems clearly.

Problem-solving mindset with initiative and proactivity.

Job Type: Contract - 6 month

Applications can be submitted electronically at hr@ivs.edu.pk with the position mentioned in the
subject line by 16th March, 2026. Only shortlisted candidates will be invited.
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