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	Subject:  New Apprenticeable Occupation:  Business 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:
    
                                         Business Analyst
                                         O*NET-SOC Code:  13-1111.00  
                                         RAPIDS Code:  3006CB
                                         Type of Training:  Competency-based     

BACKGROUND:  The occupation Business Analyst was submitted by Ms. Christina Arnone, Senior Program Manager HR, on behalf of T-Mobile Corporation, for an apprenticeability determination.  The OA Administrator approved this occupation on 
November 23, 2020.

Business Analyst performs the duties of: 
· Managing and executing projects and initiatives and analyzing data to develop insights and recommendations;
· Responsibilities include complex problem solving for business efficiencies, communicating recommendations to all levels, building and maintaining business scorecards, analyzing metrics and creating, maintaining and validating reports; and
· Develop communication plans for business operations changes as well as build, maintain and manage permissions for SharePoint sites.

Business 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 Schedule and Related Instruction Outline, 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.
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Business Analyst WPS
WORK PROCESS SCHEDULE

BUSINESS ANALYST

O*NET-SOC CODE:  13-1111.00    RAPIDS CODE:  3006CB



Description:  Perform Business Analyst duties in managing and executing projects and initiatives and analyzing data to develop insights and recommendations.  Responsibilities include complex problem solving for business efficiencies, communicating recommendations to all levels, building and maintaining business scorecards, analyzing metrics and creating, maintaining and validating reports.  May develop communication plans for business operations changes as well as build, maintain and manage permissions for SharePoint sites. 



The term of the occupation shall be defined by the attainment of all competencies of the position, which would reasonably be expected to occur within one-year of on-the-job learning (OJL).



BUSINESS 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



		Work Process Category

		Place a check mark or date in each box when complete.



		Competencies

		Demonstrates Fundamentals

		Intermediate

		Proficient in Task

		Completion Date/Initials



		Demonstrate working knowledge of all data systems/tools

		

		

		

		



		Gather and analyze data and develop solutions or alternative methods of proceeding

		

		

		

		



		Create, maintain and validate reports

		

		

		

		



		Communicate clear insights and make sound recommendations to business leaders

		

		

		

		



		Gather and organize information on problems or procedures

		

		

		

		



		Solve complex customer issues for business efficiencies

		

		

		

		



		Confer with personnel concerned to ensure successful functioning of newly implemented systems or procedures

		

		

		

		



		Review forms and reports and confer with management and users about format, distribution and purpose, identifying problems and improvements

		

		

		

		



		Design, evaluate, recommend and approve changes of forms and reports

		

		

		

		



		Design and build business metrics scorecards

		

		

		

		



		Build, maintain and manage permissions for doc-share and/or web sites

		

		

		

		



		Demonstrate understanding of policy/processes, and impact to the business.

		

		

		

		



		Manage and execute projects and business initiatives

		

		

		

		



		Creating cross functional relationships to execute complex customer resolutions

		

		

		

		



		Demonstrate understanding of internal policies and procedures

		

		

		

		







The above OJL work process competencies are intended as a guide.  It need not be followed in any particular sequence, and it is understood that some adjustments may be necessary in the hours allotted for different work experience.  In all cases, the apprentice is to receive sufficient experience to make them fully competent and use good workmanship in all work processes, which are a part of the occupation.  In addition, the apprentice shall be fully instructed in safety and OSHA (Occupational Safety and Health Administration) requirements of the workplace.








RELATED INSTRUCTION OUTLINE

BUSINESS ANALYST

[bookmark: _GoBack]O*NET-SOC CODE:  13-1111.00    RAPIDS CODE:  3006CB



The related instruction has been developed in cooperation with employer-partners as part of the apprenticeship. 



Related instruction - This instruction shall include, but not be limited to, at least 144 hours per year of the apprenticeship, selected from the following courses:



		COURSE TOPIC (CORE)

		HOURS



		Foundational Skills

		25



		Microsoft Office Suite

		40



		Communication

		20



		Leadership

		10



		SharePoint & Forms

		5



		Project Management Basics

		6



		Querying Software Basics

		10



		Data Analysis and Storytelling

		20



		Other Workplace Skills

		40



		Total RI

		176







The delivery of related instruction will be determined by the employer-sponsor, which may be in-house, through an employer-selected training provider, or through college-level offered courses.  Prior credit will be awarded for coursework and experiences previously obtained.



COURSE TOPIC DESCRIPTIONS



Foundational Skills:  (25 Hours)

The apprentice will be exposed to course topics such as:

· Metrics: Basic - Advanced

· Systems & Tools, Resources: Basic - Advanced

· Understanding Business Segments

· Understanding Customer Experience

Microsoft Office Suite:  (40 hours)

The apprentice will be exposed to course topics such as:

· Word: Basic - Intermediate

· Excel: Basic - Advanced

· PowerPoint: Basic - Intermediate

· OneDrive: Basic - Intermediate

· Teams: Basic - Intermediate

· Outlook: Basic – Intermediate

Communication:  (20 hours)

The apprentice will be exposed to course topics such as:

· Change Management Basics – The people side of change management

· Facilitation – Communication Skills Training

· Top 11 Skills of an Effective Facilitator

· Presentation Skills: Basic - Intermediate

Leadership:  (10 hours)

The apprentice will be exposed to course topics such as:

· Leadership Seminars covering:

· Everyday Leadership

· Why good leaders make you feel safe

· Happy People, Bottom-Line Results, and the Power to Deliver Both

· 5 ways to lead in an era of constant change

· Leadership Foundations

· Conflict Resolution

SharePoint & Forms:  (5 hours)

The apprentice will be exposed to course topics such as:

· Designing and Creating SharePoint Sites

· Managing permissions in SharePoint

· Designing and Creating Forms

Project Management Basics:  (6 hours)

The apprentice will be exposed to course topics such as:

· Introduction to project management, stakeholders and scope

· Introduction to schedule planning

Querying Software Basics:  (10 hours)

The apprentice will be exposed to course topics such as:

· Structured Query Language (SQL)/Teradata

· Visual Basic for Applications (VBA) in Excel

· Tableau

Data Analysis and Storytelling:  (20 hours)

The apprentice will be exposed to course topics such as:

· Data Visualization 

· Balanced Scorecard Basics

· Data Analysis Basic Concepts

Other Workplace Skills:  (40 hours)

The apprentice will be exposed to course topics covering the application of good practices in the exchange of information between two or more people in casual conversation or within a formal discussion through verbal and or written means.

· Internal Policies and Procedures

· Interpersonal Communications: oral and written

· Sexual Harassment Prevention Training 
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