
Sample Resume Of A Business Analyst 1

Sample Resume Of A
Business Analyst

Sample
Resume Of A
Business
Analyst

Downloaded from
www.everybodystreet.com

by Ponce & Erin

UNLOCKING
CAREER SUCCESS:
THE PERFECT
SAMPLE RESUME
OF A BUSINESS
ANALYST

In  today's  data-driven
business  landscape,
the role of a Business
A n a l y s t  ( B A )  h a s
become indispensable.
B A s  s e r v e  a s  t h e
critical bridge between
business  stakeholders
and  technical  teams,
translat ing  vague
needs  into  actionable
requirements. Whether
you are an aspiring BA
looking  to  land  your
first role or a seasoned

professional aiming for
a senior position, your
resume  is  your  most
powerful  marketing
tool .  A  compel l ing
sample resume of a
business  analyst
does more than list job
duties; it tells a story of
p r o b l e m - s o l v i n g ,
strategic thinking,  and
measurable impact.
This article will dissect
w h a t  m a k e s  a n
outstanding  Business
A n a l y s t  r e s u m e ,
provide  a  detai led
sample you can adapt,
and offer expert tips to
ensure your application
s t a n d s  o u t  i n  a
c o m p e t i t i v e  j o b
market.  By  the  end,
you  will  have  a  clear
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blueprint for crafting a
resume  that  not  only
passes  App l i can t
Track ing  Systems
( A T S )  b u t  a l s o
impresses  h i r i ng
managers.

UNDERSTANDING
THE BUSINESS
ANALYST ROLE:
KEY SKILLS AND
RESPONSIBILITIES

Before  diving  into  the
resume structure, it  is
vital  to  understand
what  employers  seek.
The core competencies
of  a  Business  Analyst
s p a n  t e c h n i c a l ,
a n a l y t i c a l ,  a n d
interpersonal  domains.
A  top-t ier  sample
r e s u m e  o f  a
business analyst  will
highlight proficiency in:

Requirements
Elicitation:
Techniques such
as interviews,
workshops,

surveys, and
document
analysis.
Process
Modeling:
Creating
flowcharts, use
cases, and user
stories using
tools like Visio,
Lucidchart, or
Draw.io.
Data Analysis:
Extracting
insights from
data using SQL,
Excel, or BI tools
(Tableau, Power
BI).
Stakeholder
Management:
Communicating
effectively with
executives,
developers, and
end-users.
Agile &
Waterfall
Methodologies:
Knowledge of
Scrum, Kanban,
or traditional
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project
management
frameworks.
Documentation
: Writing
Business
Requirement
Documents
(BRD), Functional
Requirement
Specifications
(FRS), and
traceability
matrices.

While  technical  skills
are essential, soft skills
like  critical  thinking,
nego t i a t i on ,  and
adaptability are equally
valued.  Your  resume
must  balance  both
aspects seamlessly.

CORE
COMPONENTS OF
AN OUTSTANDING
BUSINESS
ANALYST RESUME

A  wel l - s t ructured
resume  f o l l ows  a
logical flow that guides

the  recruiter's  eye.
Each  section  should
r e i n f o r c e  y o u r
suitability for the role.
Below we break down
the essential elements,
using  a  hypothetical
sample resume of a
business analyst as a
reference.

1.
Contact
Informati
on and
Professio
nal
Summary
Start  with  your  name,
phone  number,  email,
LinkedIn  profile,  and
locat ion  (c i ty  and
state). Follow this with
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a powerful professional
summary that captures
your experience in 2-3
sentences .  Avo id
generic statements like
"seeking a challenging
role."  Instead,  use
metrics  and  specific
skills.
Example:
" R e s u l t s - d r i v e n
Business  Analyst  with
5+ years of experience
in  financial  services,
s p e c i a l i z i n g  i n
r e q u i r e m e n t s
management  and
process  improvement.
Led  initiatives  that
reduced  operational
cos t s  by  15%  and
improved  reporting
accuracy  by  30%.
Proficient  in  Agile
methodologies,  SQL,
and  Tableau.  Proven
a b i l i t y  t o  l i a i s e
between business units
a n d  I T  t o  d e l i v e r
solutions  on  time and
within budget."

2. Core
Compete
ncies or
Skills
Section
This  section,  often
presented as a bulleted
list  or  grid,  quickly
shows  recruiters  your
t e c h n i c a l  a n d
functional  expertise.
For  an  ATS-friendly
r e s u m e ,  i n c l u d e
relevant  keywords
f r o m  t h e  j o b
description.

Business
Analysis Tools:
JIRA, Confluence,
Azure DevOps,
MS Visio
Data &
Analytics: SQL,
Excel (Pivot
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Tables,
VLOOKUP),
Tableau, Power
BI
Methodologies:
Agile/Scrum,
Waterfall, Lean
Six Sigma (Green
Belt)
Documentation
: BRD, FRS, User
Stories,
Acceptance
Criteria
Soft Skills:
Stakeholder
Management,
Facilitation,
Conflict
Resolution

3.
Professio
nal

Experienc
e
This  is  the  heart  of
your resume. List your
p rev ious  ro l e s  i n
reverse  chronological
o r d e r .  F o r  e a c h
position,  use  bullet
points  that  emphasize
accomplishments  over
r e s p o n s i b i l i t i e s .
Q u a n t i f y  r e s u l t s
whenever  possible.  A
s t r o n g  s a m p l e
r e s u m e  o f  a
business  analyst
might  look  l ike:
Business  Analyst  |
ABC  Financial  Corp  |
Jan 2020 – Present

Elicited and
documented
business
requirements for
a core banking
system upgrade,
managing 30+
stakeholder
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interviews and
workshops,
resulting in 98%
requirement
traceability.
Collaborated with
development
teams in an Agile
environment to
deliver 10+
major releases
per year;
maintained
product backlog
and prioritized
user stories
based on
business value.
Designed and
implemented a
new reporting
dashboard using
Tableau,
reducing manual
report generation
time by 40% and
improving
decision-making
speed for senior
management.
Conducted gap
analysis and

process mapping
for regulatory
compliance
projects,
ensuring zero
non-compliance
findings during
external audits.

Jun ior  Bus iness
Analyst  |  XYZ  Tech
Solutions |  Jun 2017 –
Dec 2019

Assisted senior
analysts in
creating user
acceptance test
(UAT) plans and
coordinating with
business users to
validate system
functionality,
achieving a 95%
first-pass UAT
success rate.
Performed data
analysis using
SQL to identify
trends in
customer churn,
presenting
findings that led
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to a 12%
reduction in
churn rate within
six months.
Created and
maintained
project
documentation
including BRDs,
meeting minutes,
and status
reports for cross-
functional teams.

4.
Education
and
Certificati
ons
List  your  degrees,
s ta r t i ng  w i th  the
highest.  Include  the
institution  name  and
graduation  year.  For
B A s ,  r e l e v a n t

certifications  can
significantly boost your
credibility:

Bachelor of
Science in
Business
Administration /
Information
Systems
Certified
Business Analysis
Professional
(CBAP) – IIBA
Professional in
Business Analysis
(PBA) – PMI
Certified Scrum
Product Owner
(CSPO) or
Certified
ScrumMaster
(CSM)
Lean Six Sigma
Green Belt or
Black Belt

5.
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Additiona
l Sections
(Optional
but

Valuable)
C o n s i d e r  a d d i n g
sections  for  Projects,
Technical  Skil ls ,
L a n g u a g e s ,  o r
V o l u n t e e r
Experience  if  they
re in force  your  BA
capab i l i t i e s .  Fo r
instance, a side project
where  you  bu i l t  a
simple CRM using SQL
a n d  P y t h o n
demonstrates technical
curiosity.

A COMPLETE
SAMPLE RESUME
OF A BUSINESS

ANALYST
(ILLUSTRATIVE
EXAMPLE)

Below  is  a  cohesive
sample resume of a
business analyst that
c o m b i n e s  a l l  t h e
elements  discussed.
Use this as a template,
but  customize  it  with
your own details.

JANE DOE
jane.doe@email.com  |
( 555 )  123 -4567  |
linkedin.com/in/janedo
e | New York, NY

Professio
nal
Summary
Certified  Business
Analyst  with 6+ years
o f  e x p e r i e n c e  i n
h e a l t h c a r e  a n d
technology  sectors.
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E x p e r t i s e  i n
r e q u i r e m e n t s
elicitation,  process
optimization, and data-
d r i v e n  d e c i s i o n -
making.  Consistently
delivers  projects  that
increase  operational
efficiency  and  reduce
c o s t s .  S t r o n g
communicator adept at
translating  complex
technical  concepts  to
n o n - t e c h n i c a l
stakeholders.

Core
Compete
ncies

Business
Analysis: JIRA,
Confluence, MS
Visio, BPMN
Data Analysis:
SQL, Excel
(Advanced),
Power BI
Methodologies:

Agile/Scrum,
Waterfall, Lean
Six Sigma (Green
Belt)
Documentation:
BRD, FRS, User
Stories, RTM
Stakeholder
Management,
Facilitation, Root
Cause Analysis

Professio
nal
Experienc
e
Senior  Business
Analyst  |  HealthFirst
Solutions |  Jan 2021 –
Present

Led business
analysis for a
$2M electronic
health record
(EHR) migration
project,
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coordinating with
clinical and IT
teams to define
functional
requirements
and acceptance
criteria,
completed on
time and 10%
under budget.
Designed and
implemented a
KPI dashboard
using Power BI,
enabling real-
time monitoring
of patient wait
times and
resulting in a
20% reduction in
average wait
time.
Facilitated
weekly sprint
planning and
retrospectives for
three
development
teams, improving
team velocity by
25% over six
months.

Conducted
training sessions
for 50+ end
users on new
system features,
achieving a 95%
user satisfaction
score in post-
training surveys.

Business  Analyst  |
TechVantage  Corp  |
May  2017  –  Dec  2020

Managed
requirements
gathering for a
customer
relationship
management
(CRM) platform
implementation,
resulting in a
30% increase in
sales team
productivity.
Performed gap
analysis and
created process
maps for order-
to-cash workflow,
identifying
inefficiencies



Sample Resume Of A Business Analyst 11

11

that saved the
company $150K
annually.
Developed and
executed UAT
test cases,
coordinating with
business users to
validate system
functionality and
ensuring zero
critical defects in
production.
Authored
detailed BRDs
and user stories
that were used
as the single
source of truth
for development
and QA teams.

Education
&
Certificati

ons
Bachelor of
Science in
Information
Systems,
University of
Michigan (2015)
Certified
Business Analysis
Professional
(CBAP) – IIBA
(2019)
Certified Scrum
Product Owner
(CSPO) – Scrum
Alliance (2020)
Lean Six Sigma
Green Belt – ASQ
(2021)

Technical
Skills
SQL  (Intermediate),
M i c r o s o f t  E x c e l
(Advanced:  macros,
pivot  tables),  Tableau
(Basic),  Python  (Basic
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for data cleaning), JIRA,
Confluence,  Azure
DevOps.

TAILORING THE
SAMPLE RESUME
FOR DIFFERENT
INDUSTRIES

The  sample  resume
o f  a  b u s i n e s s
analyst  above  i s
general, but tailoring it
to  specific  industries
can  d ramat i ca l l y
improve your chances.
Here  are  adjustments
for  three  common
sectors:

IT and
Software
Develop
ment
Emphasize Agile/Scrum
expertise,  user  story
writing, and familiarity
with development tools

(JIRA,  Git).  Highlight
e x p e r i e n c e  w i t h
software  development
life  cycle  (SDLC)  and
APIs. Mention technical
certifications  like  CSPO
or CSM.

Finance
and
Banking
Focus  on  regulatory
compliance (e.g., SOX,
GDPR),  risk  analysis,
a n d  d a t a - d r i v e n
reporting.  Quantify
projects  that  reduced
fraud,  improved  audit
trails,  or  streamlined
loan  processing.  List
relevant  certifications
like CFA (if applicable)
or Six Sigma.

Healthcar
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e
Show  knowledge  of
HIPAA regulations, EHR
systems (Epic, Cerner),
and  clinical  workflows.
Emphasize stakeholder
management  wi th
medical  professionals
a n d  p r o c e s s
improvements  that
enhanced patient care.
Certifications like CBAP
or Lean Healthcare are
pluses.

COMMON
MISTAKES TO
AVOID WHEN
WRITING A
BUSINESS
ANALYST RESUME

Even  with  a  strong
sample resume of a
business  analyst,
errors  can  derail  your

application. Steer clear
of these pitfalls:

Generic1.
Objective
Statements:
Replace “Seeking
a challenging
role” with a
tailored
summary that
includes your key
achievements
and target
industry.
Listing2.
Responsibilitie
s Instead of
Achievements:
Instead of
“Responsible for
gathering
requirements,”
write “Elicited
requirements
from 20+
stakeholders,
resulting in an


