How to Become Business
Intelligence Analyst:
A Practical Workflow

e Turns business questions into data
answers, dashboards, and

recommendations

e A repeatable workflow: ask, find,
clean, model, visualize, communicate,
iterate

e For career changers and early-career
analysts, including reporting,
operations, finance feeder roles

e By the end: scope a real request, build
a small dashboard, present a
recommendation




What the Role Really Involves il oy

Core deliverables: recurring reports, self-service
dashboards, ad hoc analysis, agreed metric
definitions

Misconception vs reality: chart-building is a
small share; requirements and data quality
dominate

Stakeholders: business owners, operations,
finance, marketing, plus data and analytics
engineering

| Metric Definition g Seniority ladder: junior scoped reports, mid
r "'__....—- owns dashbpards, senior leads governance
and mentoring

Market signal: only about 6% of Bl analyst
postings are entry-level




Bl Analyst, Data Analyst, or Analytics Engineer?
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Bl analyst Data analyst Analytics engineer
Owns recurring reports, works inside a question, owns transformation
semantic model, refresh, testing data to explain layer and tested models,
and metric consistency why a number moved usually SQL plus dbt

® Reporting analyst is often the most beginner-friendly first title

® Read job descriptions for the center of gravity, not the title




Core Skills and the 2026 Tool Landscape

® Four skill clusters: business acumen, SQL, visualization, communication
Tool Landscape (2026)

® SQL is the baseline: named in 53-70% of analyst and Bl postings
® Tableau leads US and Canada; Power Bl leads India and the UK

Tableau leads Power Bl leads
; US and Canada India and the UK
® Learn one Bl tool deeply; workflow skills transfer between platforms e

® Python and Excel complement; Al features speed setup, not judgment

The Four Skill Clusters
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Business sqQL

Visualization Communication
acumen

BUILD SKILLS
FOR A BRIGHTER TOMORROW




Step 1: Ask the Right Business Question
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Anchor every request on one
question: what decision will this
data inform?

No named decision means no
real requirement yet—say so
before touching data

Scope a vague ask with metric,
time frame, segment, and
definition of done

Separate descriptive, diagnostic,
and predictive questions—each
implies very different effort

Use a one-page intake template
and get written sign-off before
building

Vague Ask

Vague Ask

From vague
to scoped

Scoped Question
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Intake in Practice: A Scoped --
Request Walkthrough

Turn a vague question into a clear, actionable request.

Vague Ask Scoped Question
Starting point Clear and actionable

=

Raw request: “Can you tell me if Scoped: paid social, last two quarters,

marketing is working?” cost per acquisition versus other channels
Decision Out of Scope B Metric Definitions
What happens next What we will not cover Make it unambiguous

Decision: keep funding paid Write out-of-scope items State each metric in one

social next quarter; owner is (no multi-touch attribution) sentence and match the

VP of Marketing and a data fallback existing Bl definition

CLEARER REQUESTS. BRIGHTER ANSWERS.



Step 2: Find and Validate the Data
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Warehouse Operational Existing
fact and dimension systems reports
tables '
| _‘
DATA
WAREHOUSE

Fact Tables Dimension Tables

Locate sources: warehouse fact
and dimension tables, operational
systems, existing reports

Document grain, keys, refresh
cadence, and how long a period
takes to settle

Run ordered checks: row counts,
grain and uniqueness, nulls, dates,
category levels

Reconcile a closed period to a
known source of truth; explain
every gap

Triage failures: block, flag, or note
by materiality; escalate upstream
issues



Step 3: Clean and Prepare Data Reproducibly

® Standard fixes: nulls, duplicates,

formats., category mismatches, s . e

dates, time zones o Spppppe
® Choose where cleaning lives — * pssumpHBRENoy

SQL view, Power Query, or .

Tableau Prep E SQLIel :
® Prefer the most reproducible layer; v'v ~ e

document every assumption and o o ey »
® Timebox 'good enough' for this lr

question before polishing further — K

L J Spreadsheet

® Record what you fixed; never repair
silently, so others can audit and
re-run

CLEAN DATA POWERS CONFIDENCE
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Find Clean

Model
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Visualize Communicate lterate

Step 4: Model and Build the Dashboard
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Start simple: one fact table,
supporting dimensions, stated
grain, clean date table

Choose charts from the question:
line for trend, bar for comparison,
histogram for distribution

Most important KPI top-left; one
question per page; two or three
views; no scroll bars

Give every number context:
target, prior period, or trend
beside the value

Performance basics: pre-aggregate
to dashboard grain, filter early,
avoid bloated extracts

A simple, well-structured data model

Date Table
Dimension % Dimension
@ Fact Table @
Dimension Dimension

A clear, focused dashboard layout

o el



Ask Find Clean Model Visualize ) Communicate P Iterate

Step 5: Communicate Findings and Drive Decisions

® Structure: headline, evidence, so-what, recommended action —
lead with the answer.

® Usealight arc (hook, context, insight, impact, resolution);
cut what doesn't support it.

\\

Be explicit about uncertainty, data limits, and what you excluded.

Handle pushback: return to agreed definitions and show
the reconciliation trail.

® Measure use, not delivery: count decisions changed, not dashboards shipped.
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Hook Context Insight Impact Resolution

TURN INSIGHTS INTO PROGRESS



Portfolio Projects That Mirror Real Bl Work a1y

@ Build two or three projects that answer a business question

® Strong shapes: retail category performance, subscription retention,
operations backlog

@ Each project: question, data source, metrics, SQL workflow, dashboard,
recommendation, limitations

® Use a dataset from a domain you already know for sharper, defensible insights

® Publish write-ups with dashboard screenshots, model diagrams, and a decision memo

Retail Category e®e¢ Subscription Operations
“@* Retention Backlog

Performance

@ Business question @ Business question @ Business question
@ Data source - Data source ) Data source
- — —

Metrics Metrics Metrics
III III |||

SQL workflow D SQL workflow » SQL workflow

<> <>
Dashboard Dashboard Dashboard

Recommendation

Limitations
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Recommendation

Limitations

Recommendation

Limitations



Resume and Interview Strategy
for Career Changers
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Reframe prior work as Bl
evidence: problem, data, tool,
business result

Expect SQL, metrics,
dashboard design, and
stakeholder behavioral
interviews

Rehearse a 60-90 second
project walkthrough, including
what you would change

Target feeder titles and
smaller companies building
their first Bl stack

Build SQL, one Bl tool,
a portfolio, and business
context—not advanced skills

Turn Your Experience into a Bl Story

Q000

Problem Data Tool Business
Result

Be Ready for These Interview Areas
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SQL Metrics Dashboard Stakeholder
Design Behavioral
Interviews
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Common Pitfalls and Habits of Trusted Analysts

ASK WELL - BUILD TRUST - DRIVE IMPACT

O ritfalls

®
A\

wrong question
skipped validation
over-built dashboards

undocumented
assumptions

unchecked Al output

©

Ny ° Trusted Analyst Habits

Metric Definition % one number at a time

with a named owner

Settle metric definitions

Set refresh to decision
cadence; stamp "last updated”

on the page
Owner:

Source:

O Build trust: versioning, peer
@2 cview, written definitions,

follow-up after delivery

Measure success by requests stopped and spreadsheets retired,
not dashboards shipped

QP



Your 90-Day Plan and Next Steps

Build skills. Create evidence. Move into opportunity.

® Weeks 1-2: scan 20 ® Weeks 3-6: learn SQL e Weeks 7-10: build ® Weeks 11-13: rewrite
target postings; note basics plus one Bl project two in your your resume as problem,
the SQL and Bl tool platform; ship project domain; get peer data, tool, result;
your market asks for one with a decision feedback on definitions begin applying and
memo and design mock interviews
* Then pick an adjacent path:
analytics engineering, data science, or domain specialization.

The Data Professional Workflow

8, s
Model Communicate



PersonWise.

PersonWise - Al digital-human course platform

Scan the code or click anywhere to watch this course live, with voice Q&A
personwise.ai/t/05fef61f/public


https://personwise.ai/t/05fef61f/public?entry_surface=public_courseware_pdf

