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Minimum Skills Worksheet


Tracking Number:      

Vendor Name:      


Candidate Name:      
	BUSINESS ANALYST

	Definition: A Business Analyst has a lead role and works as a liaison among stakeholders in order to elicit, analyze, communicate and validate requirements for complex changes to business processes, policies and information systems. The Business Analyst understands complex business problems and opportunities in a larger context of the enterprise requirements and recommends solutions that enable the organization to achieve its goals.

	Note:  Items in BOLD font and asterisk * below are minimum requirements for Business Analyst.  Items not in bold/asterisk are desirable and do not have defined minimums. Defined minimums for these may be established in each request and relevant to the engagement description.


	Specification
	Minnesota Standard (minimum specification)
	Identify the Candidate’s Qualifications (e.g. degree, number of engagements, years of experience, scope of work and/or duration of work – do not just answer Yes/No)

	*Level of education
	*B.S. or B.A. Degree or Associate Degree (2 yrs) with 7 yrs Business Analyst experience
	     

	*Certification
	*Certified Business Analyst Professional (CBAP) or Business Analyst certificate program
	     

	*Years of experience in a Business Analyst role
	*Five years of experience in a Business Analyst role
	     

	*Engagements more than six months in Business Analyst role
	*Four engagements lasting more than six months in Business Analyst role
	     

	*Engagements that the Business Analyst roles exceeded $100K
	*Engagements that the Business Analyst role exceeded $100,000
	     

	Working Experience & Skills:

	Enterprise Analysis
	
	

	Strategic Planning
	Engagements conducting strategic planning
	     

	Strategic Goal Setting
	Engagements doing strategic goal setting
	     


	Enterprise Analysis Activities
	Engagements with enterprise analysis activities
	     

	Relationship to other Areas
	Engagements with a relationship to other areas
	     

	Business Architecture
	Engagements creating and maintaining the business architecture
	     

	Feasibility Studies
	Engagements conducting feasibility studies
	     

	Project Scope
	Engagements determining project scope
	     

	Business Case Preparation
	Engagements involving the preparation of the business case
	     

	Decision Package
	Engagements preparing the decision package
	     

	Managing Projects for Value
	Engagements managing projects for value
	     

	Initial Risk Assessment
	Engagements conducting the initial risk assessment may be required. No minimum.
	     

	Project Selection & Prioritization
	Engagements selecting and prioritizing projects may be required. No minimum.
	     

	New Projects
	Engagements launching new projects may be required.  No minimum.
	     

	Project Benefits Tracking
	Engagements tracking project benefits may be required. No minimum.
	     

	
	
	

	Requirements Planning and Mgmt
	
	

	Work Division Strategy
	Engagements involving work division strategy
	     

	Measure & Report Requirements Activity
	Engagements measuring and reporting on requirements activity
	     

	Determine Planning Considerations
	Engagements determining planning considerations
	     

	Select Requirements Activities
	Engagements selecting requirements activities
	     

	Estimate Requirements Activities
	Engagements estimating requirements activities
	     

	Manage Requirements Scope
	Engagements managing requirements scope
	     

	Understanding Team Roles for Proj.
	Understanding team roles for the project may be required for some engagements. No minimum.
	     

	Define Requirements Risk Approach
	Define requirements risk approach may be required for some engagements. No minimum.
	     

	Manage Requirements Change
	Managing requirements changes may be required for some engagements. No minimum.
	     

	
	
	

	Requirements Elicitation
	
	

	Elicit Requirements
	Engagements eliciting requirements
	     

	Technique: Document Analysis
	Engagements using techniques for document analysis
	     

	Technique: Brainstorming
	Technique brainstorming may be required for some engagements. No minimum.
	     

	Technique: Focus Group
	Technique - focus group may be required for some engagements. No minimum.
	     

	Technique: Interface Analysis
	Technique - interface analysis may be required for some engagements. No minimum.
	     

	Technique: Interview
	Technique - interview may be required for some engagements. No minimum.
	     

	Technique: Observation
	Technique - observation may be required for some engagements. No minimum.
	     

	Technique: Prototyping
	Technique - prototyping may be required for some engagements. No minimum.
	     

	Technique: Requirements Workshop
	Technique - requirements workshop may be required for some engagements. No minimum.
	     

	Technique: Reverse Engineering
	Technique - reverse engineering may be required for some engagements. No minimum.
	     

	Technique: Survey/Questionnaire
	Technique - survey/questionnaire may be required for some engagements. No minimum.
	     

	
	
	

	Requirements Analysis and Documentation
	
	

	Task: Structure Reqmts Package
	Engagements with task - structure requirements package
	     

	Task: Create Bus. Domain Model
	Engagements with task - create business domain model
	     

	Task: Analyze User Requirements
	Engagements with task - analyze user requirements
	     

	Task: Analyze Functional Requirements
	Engagements with task - analyze functional requirements
	     

	Task: Analyze Quality of Service Requirements
	Engagements with task - analyze quality of service requirements
	     

	Task: Document Requirements
	Engagements with task - document requirements
	     

	Task: Validate Requirements
	Engagements with task - validate requirements
	     

	Task: Verify Requirements
	Engagements with task - verify requirements
	     

	Technique: Process/Flow Models
	Engagements involving technique - process/flow models
	     

	Task: Det. Assumpt. & Constraints
	Task - determine assumptions and constraints may be required for some engagements. No minimum.
	     

	Task: Determine Reqmts Attributes
	Task - determine requirements attributes may be required for some engagements. No minimum.
	     

	Technique: Data & Behavior Models
	Technique - data and behavior models may be required for some engagements. No minimum.
	     

	Technique: Usage Models
	Technique - usage models may be required for some engagements. No minimum.
	     

	Issue and Task List
	Issues and task lists may be required for some engagements. No minimum.
	     

	
	
	

	Requirements Communication
	
	

	Task: Manage Requirements Conflicts
	Engagements with task - manage requirements conflicts
	     

	Task: Create a Requirements Package
	Engagements with task - create a requirements package
	     

	Task: Conduct Reqmts. Review
	Engagements with task - conducting a formal requirements review
	     

	Task: Create Reqmts. Comm. Plan
	Task - creating a requirements communication may be required for some engagements. No minimum.
	     

	Task: Det. Approp. Reqmts. Format
	Task - determining requirements format may be required for some engagements. No minimum.
	     

	Task: Conduct Reqmts. Presentation
	Task - conducting a requirements presentation may be required for some engagements. No minimum.
	     

	Task: Obtain Requirements Signoff
	Task - Obtaining requirements signoff may be required for some engagements. No minimum.
	     

	
	
	

	Solution Assessment and Validation
	
	

	Develop Alternative Solutions
	Engagements requiring the development of alternative solutions
	     

	Evaluate Technology Options
	Engagements evaluating technology options
	     

	Ensure the Usability of the Solution
	Engagements ensuring the usability of the solution
	     

	Facilitate the Selection of a solution
	Facilitating the selection of a solution may be required for some engagements. No minimum.
	     

	Support the Quality Assur. Process
	Supporting the quality assurance process may be required for some engagements. No minimum.
	     

	Support Implem. of the Solution
	Supporting the implementation of the solution may be required for some engagements. No minimum.
	     

	Communicate the Solution Impacts
	Communicating the solution impacts may be required for some engagements. No minimum.
	     

	Post Implem. Review & Assessment
	Post implementation review and assessment may be required for some engagements. No minimum.
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