How to Learn Business
Analytics: A Practical Workflow

@»‘ Goal: learn a repeatable five-stage
workflow, not a tool checklist
- ! Communicate
~ Audience: junior analysts and career .
: ‘ ' i Analyze
() changers with basic spreadsheet/BI A
>

exposure Clean
. 1 1 @ Flnd
ot Format: one running business case

across all five stages Frame

Workflow: Frame — Find — Clean —
Analyze — Communicate

Finish: a personal 90-day learning plan

Why it matters: hiring managers reward
lll end-to-end reasoning over isolated
tool skills




What Business Analysts Actually Do

@

Scope spans descriptive, diagnostic, predictive, and prescriptive analytics

Core deliverables: KPI definitions, dashboards, analysis memos, recommendation decks

Stakeholders: business owners, product, finance, data engineering, governance teams

Skill profile: domain knowledge, data literacy, SQL/BI tools, communication

Hiring managers value end-to-end reasoning over isolated tool skills




Business Analyst, Data Analyst, or Bl Analyst?
Sorting Out the Titles
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Business Analyst B
Analyst Analyst
ﬁ Business analyst: processes, requirements, and stakeholder coordination —

bridges business and technical teams

I:I[I[l Data analyst: turns business questions into evidence using SQL, spreadsheets,
Bl tools, and basic statistics

Bl analyst: focuses on recurring metrics, dashboards, and reporting infrastructure
near the reporting layer

@ Titles overlap heavily; job descriptions reveal more than titles — read the actual work

For learners: choose practice projects that mirror the role you are targeting
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The Five-Stage Workflow at a Glance

From question to impact, a clear path for your analysis.
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Frame: convert Find: inventory Clean: deduplicate, Analyze: segment, Communicate:
vague requests data sources handle missing compare, trend, shape findings

into testable and assess values, fix types, and correlate into recommendations,
questions with quality, and validate before reaching dashboards, memos,
clear decisions governance, totals for modeling and stories with
and success and access a clear ask

criteria



Stage 1: Frame the Business Question First
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Translate vague requests into
testable questions before
touching data

Specify five anchors: decision,
metric, population, time window,
success criteria

Structured statement: problem
of __,affects ___,impact __,
success means ___

Write hypotheses and analysis
plan; define scope — what’s in,
what'’s out

Antidote to the costliest beginner
error: accepting a solution before
understanding the problem

Decision
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Stage 2: Find and Evaluate Data Sources
Good insights start with the right data.

SOURCE INVENTORY QUALITY CHECK
Source inventory: transactional systems,
@ Transactional systems v CRM, web analytics, surveys, third-party data
Quality checklist: completeness, accuracy,
ale CRM 7 : : ; . :
£0on timeliness, granularity, definition consistency
over time
.|| Web analytics v
I:E Data dictionaries, lineage, and access
governance — know who owns each metric
EI Surveys v
eOe Trust a source when validated; flag gaps
§ Third-party data v L to stakeholders early

a Watch for definition changes, mixed time zones,
unit and currency inconsistencies

BETTER DATA. BRIGHTER DECISIONS.




Stage 3: Clean, Prepare, and Validate Data

Reconcile
against a
. trusted baseline
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Standard steps: deduplicate, handle missing values, fix types, review outliers
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Validate with joins and reconcile against a trusted baseline; verify known totals

Document every transformation for reproducibility and peer review
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Tool choices: spreadsheets, SQL, Python/pandas, and Bl prep layers

@

Goal: clean data you can defend, not perfect data




Stage 4: Analyze with the Right Method

Start with segments, comparisons,

trends, and correlations before
modeling

Pick the method that fits the
question: descriptive stats,
cohorts, or experiments

In A/B tests, define success and
sample size before launch

Correlation is not causation;
check for confounders and
reverse causality

Stress-test results across slices;
avoid overfitting to one segment

Know regression and cohort
limits: association, not proof
of cause

Segments
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Trends

Cohorts

. .

L

3 '\,.\.
.\\l
i
B ;

Comparisons

FROM ANALYSIS
TO ACTION



Stage 5: Turn Findings into Business Recommendations'
From insight to action. Clear, credible, and decision-ready.
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Insight to action: Quantify impact: Prioritize Avoid End with one clear
answer "so what?" effect size, recommendations, cherry-picking, ask the decision-maker
and "now what?" confidence, cost, assign a clear base-rate neglect, can acton

and effort owner to each and confirmation bias




Communicate with Dashboards, Memos, and Stories

essse Turn analysis into clear decisions

Use audience-first order:
]  headline, evidence,
implication, ask

Dashboard rule: one
|_I_I question per view, clear
labels, no chart junk

= Memos follow a short
= executive summary, then
findings and caveats

@ Prepare for challenge

questions: cite sources,

quantify uncertainty honestly




Practice Case: One Question, EndtoEnd . ..

A CLEARER PATH
TO A STRONGER ANSWER.

Frame Clean Analyze Communicate
-Q, < Q (e
A weak tool-first answer A strong decision-first,

@ . quantified answer

Run one business case through all five stages, from framing to recommendation
Work with a messy dataset: multiple files, missing values, inconsistent formats

Compare a weak tool-first answer with a strong decision-first, quantified answer

Debrief: what would reviewers ask, and which stage needs rework?



Build a 90-Day Learning Plan
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Self-assess against the five-stage
workflow; target two weak stages first o 90-Day Plan o

Choose portfolio projects that show
each stage end to end

Practice loop: real datasets, . /7 2 .
09,

stakeholder simulations, peer
feedback on r/dataanalysis

Free and paid resources, balanced
with a realistic weekly time budget

Milestones at 30, 60, and 90 days
keep progress measurable

' A plan LEARN
PRACTICE

Questions Action GROW




SKILLS

Portfolio Projects That Hiring -
Managers Actually Notice

Real questions. Clear answers. Stronger opportunities.

How can we How are sales What do survey Where are users Does the change
reduce customer trending and what respondents dropping off in improve results?
churn? drives them? the funnel?
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Customer churn Sales dashboard Survey analysis Marketing funnel A/B test
Answer: Answer: Answer: Answer: Answer:
Lead with the @ Project menu: Free dataset sources: ﬁ Three to five strong
question and the customer churn, Kaggle, UCI Online Retail, projects beat eleven
answer, not the tools sales dashboard, Superstore Sales, shallow ones — publish
survey analysis, Data.gov, World Bank, on GitHub with a short
marketing funnel, Our World in Data write-up

A/B test, finance

{é} Show your cleaning process: unglamorous data preparation is what analysts do most BUILD A
BRIGHTER YOU
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Avoid Common Pitfalls and Keep Improving
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Verify totals after every transformation; TECHNICAL
catch silent errors and broken joins TRAPS

Avoid solving the wrong problem,
ignoring small groups, or analysis paralysis

Fix junior habits: listen more, don't
pre-decide solutions, leave a tangible artifact
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Build career habits: peer review,

RetrOSDECtiv
documentation, and post-project retrospectives @ Notes

Keep growing through certifications,
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MORE INSIGHTS.



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/51476bd8/public


https://personwise.ai/t/51476bd8/public?entry_surface=public_courseware_pdf

