 BULLETIN 2020-82                      
May 29, 2020
	U.S. Department of Labor

Employment and Training Administration, Office of 
Apprenticeship (OA) 

Washington, D.C.  20210
	Distribution:

A-541 Hdqtrs

A-544 All Field Tech

A-547 SD+RD+SAA+; Lab.Com

	Subject:  New Apprenticeable Occupation:  Data Analyst
Code:  200.1     

	Symbols:  DRAP/KAJ
	
	Action:  Immediate

	PURPOSE:  To inform the staff of OA, State Apprenticeship Agencies (SAA), Registered Apprenticeship program sponsors, and other Registered Apprenticeship partners of the following new apprenticeable occupation: 
                                          Data Analyst
                                          O*NET-SOC CODE:  15-2041.00
                                          RAPIDS Code:  2099CB
                                          Type of Training:  Competency-based     
BACKGROUND:  The occupation Data Analyst was submitted by Mr. Brad Voeller, Founder and CEO, on behalf of New Apprenticeship for an apprenticeability determination.  The OA Administrator approved this occupation on May 21, 2020.
Data Analyst performs the following duties: 
· Analyzes, interprets, writes inferences and findings, and communicates them to different audiences; and
· Conducts basic statistical inference, data analysis, data visualizations, interpretation, and writing/presenting findings.
Data Analyst will be added to the List of Occupations Recognized as Apprenticeable by OA when the list is reissued.  A suggested Work Process Schedule and Related Instruction Outline are attached.

ACTION:  OA staff should familiarize themselves with this bulletin and the attached Work Process Schedules and Related Instruction Outlines, as a source for developing apprenticeship standards and/or providing technical assistance. 
If you have any questions, please, contact Kirk Jefferson, Program Analyst at 202-693-3399.
NOTE:  This bulletin is being sent via electronic mail.

Attachment

[image: image1.emf]Data Analyst WPS

  



WORK PROCESS SCHEDULE

[bookmark: _1fob9te]DATA ANALYST

O*NET-SOC CODE:  15-2041.00	RAPIDS CODE:  2099CB 



Description:  A data analyst analyzes, interprets, writes inferences and findings, and communicates them to different audiences.  This includes conducting basic statistical inference, data analysis, data visualizations, interpretation, and writing/presenting findings.



		Job Functions: 

		Validated by Manager/

Mentor

		Date



		1. Perform basic statistical inference (e.g., hypothesis testing, regression and correlation, Statistical Process Control charts).

		

		



		2. Perform data analysis on a data set with a data science tool (e.g., R, SAS, Python, SPSS, Excel).

		

		



		3. Analyze a data set and prepare a data analysis report with charts and other information as appropriate.

		

		



		4. Extract data insights and prepare the data for analysis and presentation to stakeholders.

		

		



		5. Utilize a data visualization tool to supplement data analysis and put into context the results of data analysis.

		

		



		6. Demonstrate writing skills by authoring a data analysis report, with data insights and potential recommendations for action items for stakeholders.

		

		



		7. Communicate and present a data analysis report to stakeholders.

		

		



		8. Participate on complex data analysis projects with team members.

		

		



		9. Work with team members on data analysis projects.

		

		










DATA ANALYST-COMPETENCY CHECKLIST



· Beginner indicates that the apprentice has completed training and observation of listed skill/task but cannot yet independently perform this task.

· Intermediate indicates that the apprentice can perform the task with coaching and assistance

· Proficient means that the apprentice consistently demonstrates proficiency in performance of the task

Completion Date means the date apprentice completes final demonstration of competency.  Supervisor or Journeyworker will initial for completion of each competency or job task



		Competency Outcomes

		Assessment Criteria

		Beginner

		Intermediate 

		Proficient

		Completion Date/Initials 



		1.0 Understand, articulate, and demonstrate basic statistical concepts.

		1.1 Identify definitions of central tendency and dispersion.

1.2 Recognize the difference between descriptive and inferential statistics.

1.3 Calculate 3 measures of central tendency in a sample – mean, median, and mode.

1.4 Calculate 1 measure of dispersion in a sample – standard deviation.

1.5 Identify a continuous distribution vs. a discrete distribution.

1.6 Carry out hypothesis tests and working with p-values.

1.7 Recognize the attributes of Type I and Type II errors.

		

		

		

		



		2.0 Understand, articulate, and demonstrate knowledge of statistical tools programs.

		2.1 Identify common statistical packages for data analysts in R or Python.

		

		

		

		



		3.0 Understand, articulate, and demonstrate knowledge of Agile principles and concepts.

		3.1 Distinguish between the Agile practices of the social contract, standups, and retrospectives.

3.2 Articulate the differences between the Agile concepts of the scrum, sprint, and time boxes.

3.3 Demonstrate knowledge of how Agile teams work in a self-directed manner.

3.4 Identify the types of information revealed by value stream mapping.

3.5 Identify activities carried out during a value stream mapping.

		

		

		

		



		4.0 Understand, articulate, and demonstrate knowledge of data science principles.

		4.1 Distinguish between accuracy and precision.

4.2 Recognize the importance of finding the statistical significance of correlation.

4.3 Recognize how linear regression is used during data analysis.

4.4 Classify examples of causes of variations as either common or special causes.

		

		

		

		



		5.0 Understand, articulate, and demonstrate processing data for data analysis 

		5.1 Identify any missing values and outliers.

5.2 Ensure the integrity of data (e.g., appropriate data types, values that don’t make sense).

5.3 Identify steps to process data for data analysis.

5.4 Use appropriate data tools to process data for data analysis.

5.5 Use statistical knowledge and charts to prepare a data analysis report.

		

		

		

		



		6.0 Articulate and demonstrate successful use of data analyst tool packages.

		6.1 Recognize how to use probability distributions and control charts in data analysis.

6.2 Match the key elements of a control chart with corresponding descriptions.

6.3 Apply decision rules to given run charts.

6.4 Sequence the steps for creating a Pareto chart.

		

		

		

		



		7.0 Understand, articulate, and demonstrate knowledge of Lean Six Sigma concepts.

		7.1 Recognize how the 5 Whys is used for root cause analysis.

7.2 Classify examples of value and non-value-added activities and waste.

7.3 Sequence examples of activities that happen during the Kaizen process.

		

		

		

		



		8.0 Demonstrate knowledge of data visualization techniques.

		8.1 Interpret a histogram.

8.2 Use scatterplots, line graphs, bar charts, histograms, box plots, area charts, and heat maps.

8.3 Identify principles of chart consistency, simplicity, and clarity.

		

		

		

		



		9.0 Understand, articulate, and demonstrate knowledge of ITIL Foundation concepts (or industry relevant applicable concepts can be substituted here).

		9.1 Identify features of a service.

9.2 Recognize the purpose of each ITIL service lifecycle stage.

9.3 Distinguish between functions and processes.

9.4 Identify recommended incident management principles.

9.5 Recognize the scope of the problem management process.

9.6 Distinguish between the three types of changes in the change management process.

9.7 Identify challenges of service portfolio management.

9.8 Recognize the considerations to make when implementing service improvements.

		

		

		

		



		10.0 Ability to present data analysis to stakeholders through storytelling methods.

		10.1 Identify the 4 components of presenting actionable insights.

10.2 Understand how executive communication differs from standard reporting.

10.3 Use the Theory of a Slide to develop a presentation.

10.4 Apply a pyramid design to a presentation.

Articulate knowledge of design thinking concepts.

		

		

		

		



		11.0 Extract data insights and prepare data for analysis.

		11.1 Distinguish between examples of qualitative and quantitative data.

11.2 Identify principles of data sampling.

11.3 Recognize principles of effective data collection.

11.4 Match technologies used for data collection with their corresponding characteristics.

11.5 Distinguish between metadata and data.

11.6 Use a tool to extract tabular data, data from a spreadsheet, and convert a spreadsheet to CSV.

11.7 Extract date elements from common date formats.

11.8 Drop duplicate records from data.

11.9 Detect invalid or impossible data combinations.

11.10 Read various data formats and convert to standard compliant ISO 8601 format.

		

		

		

		



		12.0 Demonstrate knowledge of information technology business skills and concepts.

		12.1 Demonstrate an understanding of basic security and cognitive computing concepts.

		

		

		

		



		13.0 Demonstrate strong communication skills.

		13.1 Demonstrate strong communication skills through the selection of the appropriate communication method for each message.

13.2 Demonstrate strong presentation skills through quality materials and clear presentation.

13.3 Demonstrate appropriate verbal communication skills through stand-ups, cadence calls, and one-on-one conversations with managers and other stakeholders.

		

		

		

		



		14.0 Understand and model good feedback behaviors.

		14.1 Understand the importance of feedback in all we do.

14.2 Successfully leverage Net Promoter Score methodology.

14.3 Deliver quality feedback to team members.

14.4 Receive feedback gracefully and act on it

14.5 Model goal setting behaviors through performance management system.

14.6 Model a culture of feedback with all team members.

		

		

		

		



		15.0 Demonstrate key teamwork and collaborative behaviors

		15.1 Collaborate with other members of team to deliver an outstanding client experiences.

15.2 Partner successfully in delivering key business outcomes. 

		

		

		

		



		16.0 Demonstrate continuous learning and improvement

		16.1 Successfully complete all required learning in a timely manner.

16.2 Demonstrate curiosity through exploration of additional learning.

16.3 "Share expertise" through demonstration of skill sharing with team.



		

		

		

		







The Apprentice and Employee certify the completion of the above data analyst work processes.



_______________________________________________________________  			_________________________

Trainer’s Certification (Manager)						Date



_______________________________________________________________  			_________________________

Employee’s Certification (Apprentice)					Date


RELATED INSTRUCTION OUTLINE

DATA ANALYST

O*NET-SOC CODE:  15-2041.00	RAPIDS CODE:  2099CB 





		Technical Foundation Instruction

		Approximate Hours



		Data Analyst Fundamentals

		14



		Data Analyst Tools

		53



		Data Analyst Techniques and Methods 

		23



		Big Data and Analytics Concepts

		42



		Quality Management and Communications

		23.5



		ITIL Concepts or Industry Relevant Concepts

		17



		Business Success Skills

		17.5



		TOTAL MINIMUM HOURS

		190
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