
 

 
   

 
JOB DESCRIPTION 
 

Job Title: Project Analyst 

Reporting To: Management Consultant 

Location: Euston, London  

 
Purpose of the Job 
 
This role supports the running and delivery of our client’s programme portfolio, both Consultancy and 
Operational projects, ensuring that projects and programmes are planned and managed to our diverse 
range of clients and projects to a high standard.  
 
There is a clear career roadmap and training outline for this position offering progression into the 
consulting practice as a Consultant for the right candidate. 
 

Main Duties and Responsibilities 

 
1 Project Management 

a. Conduct project planning for consultancy and operational projects, understanding the key 
dependencies and deliverables to ensure that plans are robust and workable 

b. Maintain project plans and conduct re-planning in light of change requests and other variable 
factors to ensure that project plans remain current and valid 

c. Liaise with colleagues and clients to ensure that their input into projects is delivered on time and to 
the required standards and costs 

d. Take a lead role in organisation of key client meetings and workshops, proactively scheduling 
according to project plan 

e. Manage communications and interactions with vendors on behalf of clients 
 
2 Project Support 

a. Work with the Consultancy and Operations teams to identify project deliverables, risks and 
necessary contingencies 

b. Identify, assess and manage project issues and risks, escalating when appropriate 
c. Act as the secretariat for client and internal governance meetings, developing agendas, chasing 

actions and ensuring accurate records are kept and distributed appropriately 
d. Keep accurate financial and time records for the project teams to ensure that projects remain 

within budget 
e. Assist in preparation of project documentation and communication 
f. Participate in quality control, reviewing client deliverables to ensure T-Tech standard of delivery 
g. Manage your time across a number of clients and projects, prioritising workload according to need 
h. Support in client interviewing to extract relevant information for the purposes of project 

deliverables 
 
3 Consultancy 

a Support the COO in client communications and management 
b Build and develop strong relationships with client stakeholders 

 
4 Business Analyst 

a Convert a customer problem / idea into a set of requirements / project 



 

 
   

 
b Manage workshops with client to define and develop requirements / current issues 
c Work in close collaboration with the client to write-up and finalise a detailed set of requirements 
 

5 Business Process re-engineering 
a Document current process in detail 
b Work in close collaboration with client / vendors to assist in the development of best practice and 
new business process 
c Document and roll-out new business process and support client adoption 

 
6 Common Responsibilities: 

a Maintain up to date knowledge of and comply with the requirements within T-Tech’s operational 
procedures and Employee handbook 

b Work collaboratively with team members 
c Participate fully in company-wide initiatives 
d Undertake other duties as may reasonably requested by management 

Person Specification 

Either: 
Degree Educated, ideally in a discipline, with at least 2 year’s post-grad experience in a role which involves 
organisation and client interface 
Or: 
Degree Educated with at least 1 year’s experience on a graduate programme in a consulting firm 

 
Personal Qualities and Competences 
 

Customer Service 
Views personal contribution from the customers’ perspective, putting the 
customer first, demonstrating understanding of the customer’s point of view 
and at least meeting customer expectations 

Strong Oral and 
Written 

Communication 

Able to express complex concepts clearly, both in writing and orally, 
understanding the audience and adapting language and style accordingly; 
proactive in communicating with others 

Working under 
pressure 

Performs effectively under pressure of time and importance of goal to be 
achieved and despite setbacks continues to think and act clearly and logically 
to achieve goal; responds sensitively in situations despite opposition. 

Influencing & 
Persuasion 

Through appeal to logic and emotion, causes others to modify their thoughts, 
plans, convictions, outlooks; recognises resistance and/or opposition and 
consciously addresses this, directly or indirectly to mitigate. 

Quality Focus 
Adhering to and improving the processes, procedures and systems to ensure 
consistent compliance with internal and external standards. Displaying high 
work standards and a strong desire to do well 

Problem Solving 
Identifies problems, conducts appropriate analysis to identify the cause of the 
problem; identifies a range of possible solutions and selects the most 
appropriate for the circumstances 

Attention to Detail 
Pre-empts possible issues by identifying the full consequences and logical 
conclusions of decisions, mitigating any concerns; rarely makes errors in work 
and is able to identify errors and inconsistencies in work of others 



 

 
   

 

Multi-Tasking 
Is able to manage multiple projects and activities concurrently, including 
managing deliverables from others, meeting deadlines and maintaining high 
quality standards 

 
The Company 
 
What we can offer you 
 

• Competitive salary depending on your experience and skills 

• Medical Cash benefits 

• Pension after 3 months of employment – T-Tech will match employee contributions up to 4% of 
salary 

• Life Assurance 

• Income Protection 

• Learning environment working alongside experts in the latest technologies 

• Special focus on training and development 

• Social committee that organises quarterly social events (karting, bowling, pizza evenings and other 
exciting events) 

• A vibrant London office 

• Exceptional career progression opportunities 
 
About T-Tech  
 
T-Tech is one of the fastest growing IT Consultancy, Support and Cloud Services providers in the UK, serving 
small and medium-sized businesses. Our customers demand and deserve great proactive service and 
responsive support. We understand how important it is to optimise day-to-day operations and we help our 
customers embrace innovation and drive growth. We do that by showing them how to cut risk, improve 
productivity and leverage IT to gain competitive advantage. At T-Tech, we’re about keeping UK business up 
and running, resolving problems quickly, providing personal attention and providing our customers with 
reliable IT support when they need it. 
  
Our company focuses on 5 areas of service Business Consultancy; IT Support; Technical Consultancy; 
Security; Cloud & Networks. 
  
T-Tech has created a working environment that is personally and professionally challenging and enjoyable. 
At T-Tech you will be joining a talented team that values your input and knowledge. We are looking for 
highly motivated, talented individuals to join us in realising our vision. 
 


