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BUSINESS CONTINUITY RISK ANALYST-SENIOR 

   

 
 

Summary 

This position is responsible for supporting the company standard tools, frameworks and communication 

plans for the tactical deployment of the company’s Business Continuity Plans (BCP’s). This position will 
work closely with company leadership to draft, communicate, and exercise their corresponding business 
continuity plans and integrate those plans with the company’s incident management and disaster 

recovery processes.  
  

 

Essential Functions 
This job description reflects management’s assignment of essential functions; it does not prescribe or restrict 
the tasks that may be assigned. 

• Supports the annual company-wide Business Continuity Planning (BCP) program. This includes 

performing Business Impact Assessments (BIA), facilitating the development of BCP’s, and planning, 
conducting and evaluating BCP exercises. 
• Supports the development, execution, communication, and improvement of the organization’s BCP 

framework and plans with industry best practices that meet the needs of the organization in an 
organized, auditable manner. 
• Monitors the business recovery plan development and scheduled deliverables from each team. When 
complete, publish the plan and distribute to appropriate team leadership, other affected staff and a copy 

to offsite storage. 
• Ensures maintenance of the plans through annual review and team leader updates as changes take 
place. 

• Acts as a consultant to internal business stakeholders throughout the organization to lend business 
continuity subject matter expertise and support as needed.  
• Implements project management best practices to keep internal projects on track from inception to 

completion to ensure that BCP/ERM projects meet the company’s expected timelines. 
• Maintains organizational hierarchy and supporting data from the business continuity program in the 
organizational planning tool. 

• Supports the development, implementation, and collaboration on an ongoing business continuity 
training program for exercising and training internal and external stakeholders on the company’s BCP’s 
and crisis management practices. 
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• Collaborates with various emergency response and disaster recovery le aders throughout the company 
to integrate the company’s BCP and Incident Management Framework with the local policies, 
procedures and action plans. 

• Facilitates post incident assessments to identify BCP improvement opportunities and coordinate the 
updating of the affected BCP’s to reflect those improvements.  
• Facilitates Business Continuity Steering Committee meetings.  

• Supports the company’s Enterprise Risk Management program by conducting industry research and 
facilitating one-on-one interviews to identify the various risks facing the company. 
• Supports the process of rating and ranking each individual risk for potential and business impact as 

well as the current level of mitigation against each individual risk.  
• Works with company leadership to research, identify and implement viable risk management initiatives 
for the company’s top ERM risks. 
• Works with Risk Management leadership to communicate the ERM program findings, objectives and 

progress against the company’s top ERM risks to company leadership. 
• Provides assistance and guidance to company personnel, property insurance engineers and regulators 
on loss control issues, which include, but are not limited to, construction projects, occupancy changes, 

fire system installations and fire system changes, natural hazard risk standards, and boiler and 
machinery safety. 
• Serves as liaison to internal Legal, Engineering, Safety and Security Departments, local fire 

departments, emergency management agencies and government regulators with respect to 
jurisdictional property loss prevention strategies, systems, and equipment requirements.  

• Coordinates efforts to identify and evaluate operational risks, as well as selection and implementation 

of the most appropriate risk management technique(s). 
• Maintains satisfactory attendance, to include timeliness.  
• Responsible for understanding and complying with applicable quality, environmental and safety 

regulatory considerations. If accountable for the work of others, responsible for ensuring th eir 
understanding and compliance. 
• This job description reflects management’s assignment of essential functions; it does not prescribe or 
restrict the tasks that may be assigned. 

  

 

Supervisory Responsibilities 

• N/A 
  

 

Qualifications 
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The 
requirements listed below are representative of the knowledge, skill and ability required. Reasonable 

accommodations may be made to enable individuals with disabilities to perform the essential functions.  

Minimum Qualifications 
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• Bachelor’s degree plus 5 years of business continuity planning, loss prevention, emergency 
management or risk management experience reflecting increasing levels of responsibility; or High School 
diploma or State-issued equivalency certificate plus 9 years of business continuity planning, loss 

prevention, emergency management or risk management experience reflecting increasing levels of 
responsibility. 
• Knowledge of and experience with current BCP industry standards.  

• Experience with MS Word, MS Excel, and MS PowerPoint at an intermediate level.  
• Project management experience. 
• Required to travel by car 50% of the time.  

• Candidates for this position must have a valid driver's license and a safe driving record. Required to 
obtain a California driver's license or appropriate state driver's license within 30 days of hire.  

 
 

Preferred Qualifications 

• Bachelor’s degree in Business Administration, Risk Management or Organizational Resilience plus 7 

years of business continuity planning, emergency management, or risk management experience 
reflecting increasing levels of responsibility. 
• Associate in Risk Management (ARM) designation. 
• FEMA NIMS & ICS Certificates e.g. ICS - 100, 300, 700. 

• DRI certification - Associate Business Continuity Professional (ABCP), Certified Business Continuity 
Professional (CBCP). 
• BCI certification - Member, Business Continuity Institute (MBCI), or advanced BCI certification, or 

Association of Contingency Planners. 
• Experience in root cause analysis, industry benchmarking, survey evaluation and data interpretation.  

• Experience with writing routine reports and correspondence.  

• Ability to work independently with minimum supervision.  
• Skilled in the use of Microsoft Word, Excel, PowerPoint, SharePoint and Access programs at an 
advanced level. 

• Skilled in speaking effectively before groups of customers or employees of organization.  

• Experience with solving practical problems and deal with a variety of concrete variables in situations 
where only limited standardization exists. 

 
 

 

Physical Demands 
The physical demands described here are representative of those that must be met by an employee to 
successfully perform the essential functions of this job. Reasonable accommodations may be made to enable 

individuals with disabilities to perform the essential functions.  

While performing the duties of this job, the employee is frequently required to sit and talk or hear. The 

employee regularly is required to use hands to finger, handle, or feel; reach with hands and arms; stand. 
The employee is occasionally required to walk; stoop, kneel, crouch, or crawl.  
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Work Environment 
The work environment characteristics described here are representative of those an employee encounters 

while performing the essential functions of this job. Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions. 

The noise level in the work environment is usually moderate.  
  

 


