
 
JOB DESCRIPTION 

 
 

Job Title: Strategic Analyst I 

Department: Strategy and Research  

Reports To: Strategy and Research Manager 

Pay Status: Exempt 

Location: Main Plaza  

Job Status: Full-Time  

Job Grade: 602 

Date Created/Updated: 6/4/2026 

 
 

Position Summary 
 

The Strategic Analyst I works collaboratively within the Strategy and Research Department to support 
NBU’s internal operations and better serve the Community. This is an entry-level analytical role. The ideal 
candidate is a service-oriented professional who thinks critically through complex problems and 
communicates ideas and technical information clearly in written and spoken form. The disciplined candidate 
should also be broadly educated across academic and professional disciplines, bringing an adaptive, resilient, 
and intellectually honest mindset to every assignment.  
 
The Strategy and Research Department leads key enterprise initiatives aligned with NBU’s Strategic Plan and 
Executive Leadership priorities. This Department partners with industry experts and thought leaders to 
anticipate and prepare for the future of utility services in New Braunfels. By fostering a culture of innovation 
and collaboration, NBU’s strategic initiatives are developed internally or alongside public and private 
research institutions specializing in energy, water, and technology. 
 
The Department’s primary functions are: 1) Advisory Services, 2) Innovation Program, and 3) Research and 
Development. Your areas of focus will include a) Strategic Planning, b) Internal Consultancy, c) Process 
Improvement, d) Research Trends and Innovative Interests, e) Strategic Research and Intelligence, and f) 
Knowledge Management. 

As a Strategic Analyst I, you will serve in shaping the strategic trajectory and long-range planning of NBU 
operations under the direction of the Manager and senior department staff. You will execute assigned 
analytical tasks, build foundational research skills, and begin developing professional judgement that will 
enable your advancement to Strategic Analyst II. Your work will contribute to continuous improvement of 
NBU’s services. Detailed documentation of methodologies, findings, and recommendations is expected to be 
of a professional standard.  

Success in this role requires humility, integrity, accountability, effective communication and a commitment to 
teamwork. 

 

Essential Duties & Responsibilities 
  

ADVISORY SERVICES 
 

Strategic Planning Process Support 
• Serve as an analytical contributor to NBU’s annual and multi-year strategic planning cycles. Efforts 

will include research, data compilation, document management, and preparation of draft materials. 
• Support NBU’s performance measurement infrastructure and escalating concerns or opportunities to 

leadership. Activities will include quarterly progress tracking and variance analytics. 
• Assist in preparation of Executive level materials with structure and accuracy. Materials will include 

presentations, strategic planning deliverables, and internal strategic communication. 



• Assist the development of business cases, tracking documents, and stakeholder communication 
materials.   

 
Internal Consultancy 
• Serve as an internal analytical resource to NBU. You will conduct data gathering, literature reviews, 

comparative benchmarking, and draft preparation of deliverables. 
• Cultivate partnerships with adjacent Departments to integrate cross-functional data and information 

in support of active advisory service projects.    
• Build and maintain quantitative and qualitative models or spreadsheets using Departmental 

frameworks, focused on developing personal proficiency.  
• Assist in the preparation of cost-benefit analysis, feasibility assessments, and internal advisory 

deliverables, developing the proficiency to independently perform at Strategic Analyst II.  
 

Process Improvement 
• Support process improvement engagements by conducting interviews, observing workflows, documenting 

processes, and preparing draft diagrams and narrative summaries for Department review. 
• Contribute to the preparation of process improvement deliverables. Efforts will include supervised 

gap analysis, comparative assessments, and draft recommendations. Personal focus will be to develop 
structured problem-solving discipline.  

• Document process improvement project records thoroughly and accurately. Effective records will include 
methodologies, data sources, and findings so that others can discern and build upon them.  

 
 

 
INNOVATION PROGRAM 
 
Research Trends and Innovative Interests 
• Support the Department in maintaining the Innovation Program. Activities will include research, 

assessments, and structured reports that are relevant to NBU’s Strategic Plan, forward-looking, and 
unbiased. Topics will be sourced from the Innovation Committee. You will ensure that research 
summaries, source documentation, and notes are current, organized, and accessible.  

• Translate research information into structured intelligence products. The products will include 
Innovation Scans, Information Papers, Decision Papers, and Data Synthesis Memorandums. 

• Support the coordination of internal stakeholders and external research partnerships. Efforts will 
include scheduling, correspondence, documentation, and deliverable tracking.  
 

 
 
RESEARCH AND DEVELOPMENT 
 
Strategic Research and Intelligence 
• Support the Department in maintaining a repository of strategic intelligence that is accurate, 

organized, and accessible to the Department Staff. Intelligence will include full system analysis, 
literature reviews, technology assessments, and competitive benchmarking.  

• Support the Department in developing scenario analyses. Activities will include drafting scenario 
conditions and drafting potential strategic choices that could influence hypothetical scenarios.  

• Maintain an active awareness of the regulatory governance for electric and water utilities at the 
federal, state, and local level. You will synthesize regulatory developments and communicate the 
implications that affect the NBU’s Strategic Plan. 
 

Innovation Research and Emerging Technology Assessment 
• Support research efforts on emerging technologies, business models, and operational approaches 

relevant to the Strategic Plan. Efforts will include but are not limited to Distributed Energy Resources 
(DERs), utility resources and infrastructure, Artificial Intelligence (AI) applications in Utility 



operations, and predictive analytics.  
• Identify attributes of emerging technologies that assist the Department in determining a strategic fit 

for NBU. Draft assessments that enable Department Staff to evaluate subjected technologies.   
 
Knowledge Management 
• Maintain assigned areas of the Department’s research library and knowledge management 

infrastructure. Activities will include filing, organizing, tagging, and updating research products in 
accordance with Department standards.  

• Contribute to the development and consistent application of Department documentation templates 
and research protocols. Demonstrate accountability for the quality and completeness of your own 
records.  

• Produce literature reviews, source summaries, and research inventories as assigned. Verify that all 
products are accurately cited, clearly organized, and ready for use by Department Staff.  

• Develop foundational proficiency in process mapping methodologies and tools, applying structured 
techniques to accurately represent operational workflows.  

• Maintain detailed, accurate documentation of all process mapping work products. Products will 
include diagrams, interview notes, findings, and revision histories.  

 
 

 
COMMUNICATION AND PROFESSIONAL CONTRIBUTION 
 
Analytical Communication 
• Draft professionally written deliverables that communicate complex findings with clarity, pithiness, 

organizational structure, and adjustability for respective audiences. 
• Support presentations of research findings and strategic deliverables to internal stakeholders with 

tact, confidence, social awareness, and the ability to articulate analytical assumptions. Verbal skills 
will represent humility, unbiasedness, integrity, and variable to respective audiences.  

• Support the Department in cross-functional working groups and project teams. You will maintain a 
standard of professionalism that is consistent with the Department’s role as NBU’s internal 
intelligence and strategy consultant.  
 

Departmental Contribution 
• A Strategic Analyst is to uphold a standard of excellence that strives to know yourself and seek self-

improvement. You will continuously identify opportunities to improve Department processes, 
analytical tools, data sources, and research workflows.  

• Approach every task with professional ownership by meeting deadlines, communicating obstacles 
early, and submitting work that represents your best effort.  

• Proactively pursue professional development identified for the role and be committed to professional 
growth.  

• Your role as a Teammate will cultivate a culture that values intellectual prowess, accountability, 
continuous learning, and collaborative respect.  

• You are asked to support the Team, the Manager, and the Director as assigned across the three 
primary functions; remain fluid and adapt to organizational priorities with professionalism; and 
overcome challenges that support the Strategic Plan.  
 
 
 
 
 
 
 
 
 



 
GENERAL RESPONSIBILITIES 
 
• Maintain regular attendance; vacation schedule will be managed so as not to interfere with the ability 

to accomplish tasks, including special projects and assignments with deadlines. 
• Always adhere to NBU safety guidelines and practices. 
• Maintain a clean and safe work area, office, field site, and vehicle, as applicable. 
• Develop and maintain practical customer service skills for communication with co-workers, 

customers, and the public in general. 
• Maintain strict confidentiality of business, employee, and customer information in written and oral 

communications and safeguard sensitive information. 
• Adhere to NBU policies and procedures. 
• Exemplify NBU Core Values of Safety, Team, Integrity, Culture, and Stewardship. 
• Participate in and support initiatives to reach annual NBU Objectives. 

 
 

Formal Education and Work Experience Requirements 
 

Degree/Diploma Obtained: Bachelors 

Work Experience: Zero to Three Years in an analytical, research, planning, or consulting role. Relevant 
internship, graduate assistantship, or applied project experience will be considered.  

Field of Study: Business Administration, Engineering, Economics, Environmental Science, or closely related 
analytical field. Experience that demonstrates critical thinking, quantitative reasoning, and communication 
skills will be considered. In lieu of a degree, four (4) years of directly related, relevant experience may be 
substituted. 

 
 

Certification and Licensures Preferences  
 

Awareness of Lean Six Sigma  
Awareness of Project Management Institute  
 

Other Qualifications 
 

• Can approach problems systematically and apply critical thinking to guide discussions. 
• Possesses curiosity to discern how systems work, how the system evolves, and best practices. 
• Takes full ownership of assigned responsibilities and has a tenacious attitude. 
• Can write clearly, present confidently, and adapt messaging effectively to varied audiences. 
• Can adapt to cross-functional groups and can synthesize diverse topics into coherent intelligence. 
• An ability to identify friction points and engineer structured and actionable solutions. 
• Identifies with serving the community and prioritizes every task be aligned with the Strategic Plan.  

 



 

Knowledge of Computer Software 
 

 No Knowledge Beginner Intermediate Expert 
M365 Sharepoint ☐ ☒ ☐ ☐ 

M365 Excel ☐ ☐ ☒ ☐ 

M365 Word ☐ ☒ ☒ ☐ 

M365 PowerPoint ☐ ☒ ☒ ☐ 
M365 Planner ☐ ☒ ☐ ☐ 

M365 Teams ☐ ☒ ☒ ☐ 
 

Physical Demands 
 

Standing: Occasionally 
☒Making Presentations 
☒ Observing Work Sites 
☒ Observing Work Duties 
☒ Communication with Co-Workers 

 
Fine Dexterity: Frequently 
☒ Computer Keyboard 
☒ Telephone Keypad 
☒ Calculator 
☐ Calibrating Equipment 

 
Walking: Occasionally 
☒ To Other Departments/Office/Office Equipment 
☒ Around Worksite 

Carrying: Occasionally 
☒ Supplies 
☒ Equipment 
☒ Files 

 
 
 

Sitting: Frequently 
☒ Desk Work 
☒ Meetings 
☒ Driving 

 
Reaching: Rarely 
☒ For Supplies 
☒ For Files 
 

 



Handling: Frequently 
☒ Paperwork 
☐ Monies 

 
Kneeling: Rarely 
☒ Filing in Lower Drawers 
☒ Retrieving Items from Lower Shelves/Ground 

 
Pushing/Pulling: Rarely 
☒ File Drawers 
☒ Equipment 
☒ Table and Chairs 
☐ Hose 

 
Climbing: Rarely 
☒ Stairs 
☐ Ladder 
☒ Step Stool 
☐ Onto Equipment 

 
Vision: Constantly 
☒ Reading 
☒ Computer Screen 
☐ Driving 
☒ Observing Worksite 

 
Foot Controls: Rarely 
☒ Driving 
☐ Operating Heavy Equipment 
☐ Dictaphone 

 
Other: Click or tap here to enter text. 

 
Environmental Factors 

Balancing: Rarely 
☐ On Ladder 
☐ On Equipment 
☒ On Step Stool 

 
Bending: Rarely 
☒ Filing in Lower Drawers 
☒ Retrieving Items from Lower Shelves/Ground 
☐ Making Repairs 

 
Crouching: Occasionally 
☒ Filing in Lower Drawers 
☒ Retrieving Items from Lower Shelves/Ground 

 
Crawling: Never 
☐ Under Equipment 
☐ Inside Attics/Pipes/Ditches 

 
Hearing: Constantly 
☒ Communication Via Telephone/Radio/To Co- 
Workers/Public 
☐ Listening to Equipment 

 
Twisting: Constantly 
☒ From Computer to Telephone 
☒ Getting Inside Vehicle 

 
Talking: Constantly 
☒ Communication Via Telephone/Radio/To-Co- 
Workers/Public 

 
  

Never 
 

Seasonally Several Times 
Per Year 

Several Times 
Per Month 

Several Times 
Per Week 

 
Daily 

Extreme Temperature 
(Heat, cold, extreme temp. 
change) 

☐ ☐ ☒ ☐ ☐ ☐ 

Wetness and/or humidity 
(bodily discomfort from 
moisture) 

☐ ☒ ☐ ☐ ☐ ☐ 

Respiratory Hazards 
(Fumes, gases, 
chemicals, dust, and dirt) 

☐ ☒ ☐ ☐ ☐ ☐ 



Noise and Vibration 
(sufficient to cause 
hearing loss) 

☒ ☐ ☐ ☐ ☐ ☐ 

Physical Hazards 
(High voltage, 
dangerous 
machinery, 
aggressive 
Customers) 

 
 

☒ 

 
 

☐ 

 
 

☐ 

 
 

☐ 

 
 

☐ 

 
 

☐ 

 

Health and Safety Conditions 
 

 Never 
(Never 
Occurs) 

Rarely 
(Less than 1 

hour per 
week) 

Occasionally 
(1/3 or more 
of the time) 

Frequently 
(From 1/3 to 

2/3 of the 
time) 

Constantly 
(2/3 or more 
of the time) 

Mechanical Hazards ☐ ☒ ☐ ☐ ☐ 

Chemical Hazards ☐ ☒ ☐ ☐ ☐ 

Electrical Hazards ☐ ☒ ☐ ☐ ☐ 

Fire Hazards ☐ ☒ ☐ ☐ ☐ 

Explosives ☐ ☒ ☐ ☐ ☐ 

Communicable Diseases ☐ ☒ ☐ ☐ ☐ 

Physical Danger or Abuse ☐ ☒ ☐ ☐ ☐ 

Other: Click or tap here to enter text. 

 

Primary Work Environment: Office Environment 

Other: Click or tap here to enter text. 
 

Overall Strength Demands 

☐ Sedentary - Exerting up to 10 pounds occasionally or negligible weight frequently, mostly sitting 

☒ Light - Exerting up to 20 pounds occasionally, 10 pounds frequently, walking or standing often 

☐ Medium - Exerting 20 - 50 pounds occasionally, 10 - 25 pounds frequently, or 10 pounds constantly 

☐ Heavy - Exerting 50 - 100 pounds occasionally, 25 - 50 pounds frequently, or 10 - 20 pounds constantly 

☐ Very Heavy - Exerting 50 pounds constantly 

 

Non-Physical Demands 



 Never Rarely Occasionally Frequently Constantly 

 Time Pressure ☐ ☐ ☐ ☒ ☐ 

 Emergency Situations ☐ ☐ ☒ ☐ ☐ 

 Frequent Change of Task ☐ ☐ ☒ ☐ ☐ 

 Irregular Schedule/Overtime 
☐ 

☒ ☐ ☐ 
☐ 

 Performing Multiple Tasks 
Simultaneously 

☐ ☐ ☐ ☒ ☐ 

 Working Closely with Others 
as Part of a Team 

☐ ☐ ☐ ☐ ☒ 

 Tedious or Exacting Work ☐ ☐ ☐ ☐ ☒ 

Noisy/Distracting 
Environment 

☐ ☐ ☒ ☐ ☐ 

Other: Click or tap here to enter text. 
 

Employee Statement of Understanding 
 

THIS JOB DESCRIPTION DOES NOT CONSTITUTE AN EMPLOYEE AGREEMENT BETWEEN NEW 
BRAUNFELS UTILITIES (NBU) AND THE EMPLOYEE. Nothing is this position description restricts NBU's 
ability to assign, reassign or eliminate duties and responsibilities of this job at any time. 

I HAVE READ AND RECEIVED A COPY OF THIS JOB DESCRIPTION. 
 
 

 
Employee’s Signature 

 
 

 
Employee’s Printed Name 

 
 

 
Date 


