ROLE PROFILE		[image: ]
	Role title:
	Document Analyst
	Responsible to:
	Document Manager

	Division:
	Business Development and Engagement
	Department:
	Brand & Marketing

	Direct Reports and Level:
	0 direct reports 


	Scope:
	Global

	
	
	Scale:
	N/A

	
	
	Regulated Function(s) Held:
	NO

	Evaluation Level
	Core 1
	Role Family
	Sales / Marketing / Communications



	
Overall Role Purpose

	The Document Analyst plays a key role in delivering member documentation solutions across all MPS brands, ensuring clear, accurate, and engaging communications that enhance the member journey. This includes developing, managing, and updating a wide range of materials such as renewal packs, welcome documents, member guides, and other member-facing communications.
Working closely with colleagues across Brand & Marketing, TMO, Underwriting & Pricing, and Product & Proposition, the role requires skills in corporate messaging, copywriting, editing, and a passion for improving member experience. 
In addition to supporting member communications, the role manages regulated documentation for the Healthcare Protection product, including oversight of the Document Management System (DMS). Acting as a champion of best practice, the Document Analyst will provide guidance and support to colleagues across the business on all document-related activities.
Looking ahead, this role will also be central to the launch of a new Digital Document Solution, enabling members to access their documents quickly and securely online. The Document Analyst will help shape and deliver this transformation, ensuring a seamless transition to a paperless member journey. 



	
Accountabilities (RACI)
	
Measures of Success/KPI’s

	Operational
· Maintain, create and update member documentation and messaging, ensuring accuracy, clarity and consistency. 
· Support and deliver projects that enhance documentation processes and member experience – including the upcoming Digital Document Solution.  
· Manage regulated documents and materials via the DMS.
	· Member documentation is accurate, consistent, and delivered on-time. 
· Successful contribution to the launch of the Digital Document Solution in 2026, with strong adoption by members. 
· Documentation changes and updates completed to process and within agreed SLAs.  

	Financial
· Assist the Document Manager in managing and monitoring the documentation budget. 
· Provide accurate reporting and identify opportunities for efficiency and cost savings. 


	· Operational budget vs plan.
· Regular accurate reporting. 

	Member
· [bookmark: _Hlk90289756]Improve member experience by ensuring communications are clear, accessible and engaging. 
· Contribute to the development of digital solutions that enhance the overall member journey.
	· Positive feedback from members on clarity and usefulness of communications.
· Increase in member engagement with digital documentation and self-service solutions.
· Demonstrable improvements in the member journey through more streamlined and accessible documentation.

	People
· [bookmark: _Hlk90289784]Act as a champion for best practice in documentation across the business.
· Build key relationships with internal and external stakeholders, including print and fulfilment suppliers. 
· Be a business champion of the DMS, helping and encouraging usage by a range of colleagues.
	· Strong working relationships built and maintained with internal stakeholders and external suppliers.
· Positive feedback from colleagues on support provided for documentation-related activities.
· Evidence of championing best practice, with colleagues adopting improved processes or approaches.

	Risk
· Identify and escalate risks and issues related to documentation and work with relevant colleagues to ensure all risks are mitigated and/or managed appropriately. 
· Ensure clarity on own accountabilities and comply with all governance, legislation, policy standards and processes.
· Ensure all regulated materials are managed correctly, in line with compliance requirements and Consumer Duty principles. 
· Support all relevant strategic projects to highlight and control any document related risks.

	· All regulated materials remain compliant, accurate, and up to date.
· Risks and issues identified, documented, and escalated promptly, with effective mitigation in place.




	
Responsibilities (RACI)

	
· [bookmark: _Hlk90288325]Manage the full life cycle of member documentation; from inception, to sign off, adoption by business and periodic review.
· Support colleagues across MPS by being first point contact for any document related queries.
· Deliver operational efficiencies via the MPS document management system.
· [bookmark: _Hlk90293057]Support smooth delivery and implementation of the Digital Document Solution.
· Manage all regulated documentation for HCP via the DMS.
· Support the Document Manager in relevant project delivery and budget management.




	
Key Governance Responsibilities

	· Regulatory compliance: ensure all regulated documents meet FCA/Consumer Duty requirements
· Document Management System (DMS): Maintain governance of DMS
· Approval and review: coordinate legal, compliance and brand sign-off processes
· Reporting and audit: provide accurate reporting and maintain evidence for audits and regulatory reviews





	
Leadership Framework Competencies
	
Level

	Fresh Thinking
	Leading others

	Building Capability in Self and Others
	Leading self

	Influencing Others
	Leading others

	Collaborating for Results
	Leading others

	Leading Self and Others
	Leading self

	Commercial and Risk Thinking 
	Leading others


	 
	Knowledge and Qualifications
	Skills
	Experience

	Essential
	· [bookmark: _Hlk90291051][bookmark: _Hlk90291037]MS Office (Word, Excel, PowerPoint)
· Good understanding of the current MPS business model and basic member journey
· Proficiency with document management systems (DMS) or similar platforms
	· Copywriting skills with strong attention to detail
· Ability to manage multiple tasks and meet deadlines under pressure
· Strong stakeholder management and collaboration skills across all organisational levels
· Analytical and problem-solving abilities, with a focus on accuracy and quality
· A passion for ensuring an excellent member experience
· Understanding of brand and marketing communications, including tone of voice and visual identity 
· Ability to work creatively with designers, copywriters and brand experts to deliver engaging communications
· Basic project management skills (e.g. planning, tracking, reporting)

	· Experience in project-based activity 
· Experience of contributing to process analysis and improvement
· Experience managing customer-facing communications


	Desirable
	· Knowledge of document management systems 
· Knowledge of compliance requirements (e.g. FCA, Consumer Duty, GDPR)
· Knowledge of user experience (UX) principles for digital and online communications
	· Knowledge of print and fulfilment processes
	· Experience in a similar role, such as communications or copywriting
· Experience in budget management  
· Experience supporting digital transformation projects
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