[image: University of Wales Trinity Saint David - myday]


CertHe Skills for the Workplace

Professional Career Development
(BMSW4005)

Assignment Title:
Professional career development report and role play



Student

Pranchesco Josue Jordan Manzanillas (2131033)

Teacher:

Husam Alharahsheh





Table Content

1. Introduction

2. Current Skills
2.1. Decision-Making
2.2. Teamwork
2.3. Creation of reports and dashboard

3. Gap in Skills
3.1. Management Skills
3.2. Negotiation Skill
3.3. Public Speaking Skill

4. Systematic Approach to skills acquisition

5. Job interview

6. Conclusion

7. References









Introduction
My chose career is Business Analyst, A business analyst is a professional who helps organizations make informed decisions by analysing data, identifying problems, and providing recommendations for improvement. Business Analysis has become an essential component of modern organizations, and the demand for skilled business analyst continues to grow.

The different business analyst work across various industries, including finance, healthcare, technology, and retail. They are responsible for analysing business processes, identifying aeras of improvement, and developing strategies to optimize organizational performance. Business analysts also work closely with stakeholders, such as executive, managers, and employee, to understand their needs and requirements and ensure that the proposed solutions align with the organization’s goals.

The role of a business analyst is diverse, and their responsibilities can vary from one organization to another. However, some of the key tasks that business analysts perform include gathering and analysing data, identifying and documenting business requirements, creating process models, designing and testing solutions, and providing ongoing support to stakeholders.

A successful business analyst should possess a combination of technical and soft skills. Technical skills such as data analysis programming and project management are essential for performing the day-to-day task of a business analyst. On the other hand, soft skills such as communication, problem solving, critical thinking and leadership are essential for building strong relationships with stake holders and driving organizational change.

I chose this career because is an exciting and challenging profession that involves solving complex problems, working with people across various departments, and helping organizations achieve their goals. I have a passion for data analysis, problem-solving, and strategic thinking, a career in business analysis is the perfect fit for me.

Current skills
As a business analyst, I understand that my role requires a diverse set of skills to succeed in the ever-changing industry. From decision-making to programming languages, there are several key skills that I possess that enable me to excel in this field. In this section I will discuss how my skills such as decision-making, self-awareness, teamwork, programming languages, and creation of reports and dashboards, all these skills have prepared me for a successful career as a business analyst. Additionally, I will highlight the importance of these skill and how they contribute to the overall success of a business analyst in the field. 

According to a study by Ed burns (2023) “A decision-making process is a series of steps taken by an individual to determine the option or course of action to meet their needs. In a business context, it is a set of steps taken by managers in an enterprise to determine the planned path for business initiative and to set specific actions in motion”.

Decision- making is a skill that I have developed over the years, and I believe that it will be an asset in my future role as a business analyst. I will be responsible for analysing data, identifying trends and patterns, and making informed decisions based on the insights that I gather. I understand that decision- making requires critical thinking, attention to detail, and the ability to consider different perspectives. I am confident in ability to make data-driven decision that align with the organization’s goals.
Self-awareness is another skill that I believe will be valuable in my career as a business analyst. I am aware of my strengths and weaknesses and understand that there is always room for improvement. I am committed to continues learning and development, and I am not afraid to seek feedback from anyone. I believe that self-awareness is fundamental for personal and professional growth, and I will continue work on developing this skill throughout my career.

“Teamwork represents a set of values that encourage listening and responding constructively to views expressed by other, giving others the benefit of the doubt, providing support, and recognizing the interests and achievements of others.” (Katzenbach & smith, 1993).
Teamwork is a skill that I have develop over the years and I am confident that it will serve me well in my future role as a business analyst. I understand that successful business analyst requires collaboration with various stakeholders, including developers, managers, and other business analysts. I am comfortable working in a team environment and am committed to building strong relationships with my colleagues. I believe that team collaboration requires effective communication, active listening, and the ability to understand different perspective.

Programming languages are a skill that I have developed through my studies and practical experience. I am proficient in several programming languages, including Python and R, which are commonly used in data analysis and machine learning. I understand that programming is essential for automating data analysis processes and for developing analytical tools and models. I am committed to staying up to date with the latest programming languages and tools, as I know that technology is constantly evolving in the business world.

“An effective dashboard should align with business objectives and reflect the metrics that matter most to your organization. It should help users understand the performance of key business areas, identify areas for improvement, and inform decision-making. To achieve this designer should work closely with stakeholders to ensure that the dashboard provides relevant, accurate and actionable information” (Few, 2006, p.2).

Creation of reports and dashboards is a skill that I have developed through my journey through university. I understand that creating reports and dashboards is essential for presenting data and insights to stakeholders. I am proficient in using data visualization tools, such as Tableau and Power BI, to create reports and dashboards that are easy to understand and visually appealing. I am committed to developing my skills in this area, as I know that effective communication of data is crucial in the business world.

I believe these are my strongest skill and I understand it will be valuable skills in my career as a business analyst. I am committed to continues learning and developing my career as business analyst.





Gap in Skills

As a business analyst, I need to possess a range of skills that enable me to analyse data, communicate complex information, and make informed decisions. These are some of the skills I need for my career include management skills, negotiation skill, and public speaking skills.

According to the article “The Skills of Successful Business Analysts” says “While BAs are not project managers, the most successful BA is proactive and dependency aware. It also means they manage themselves to commitments and deadlines, a skill set which can involve influence, delegation, and issue management”.
Effective management skills are essential for business analyst as they often work with stake holders across different departments. Being able to manage projects, set deadlines and allocate resources is crucial for ensuring the success of any project. As a business analyst, I need to be able to communicate effectively with stakeholders at different levels and work collaboratively to achieve desired outcome.

“Effective negotiation skills are crucial in business context, as they can help parties reach mutually beneficial agreements and avoid conflicts. Business analyst must be skilled negotiators to identify and address stakeholders ‘needs and concerns, manage conflicts, and facilitate decision-making” (Lewicki, Saunders, & Barry, 2016).

Negotiation skill are important as they frequently work with vendors, suppliers, and other third-party organizations. Being able to negotiate deals, terms, and contracts is crucial for ensuring the success of any project.

“Being a great public speaker isn’t easy. However, it is crucial in business. Leaders must be able to effectively communicate important messages both inside and outside of their organization” (Halinski,2018).

Finally, public speaking is essential for a business analyst as they often need to present finding and insights to stakeholders. Being able to communicate complex information in a clear and concise manner is crucial for ensuring that stakeholders understand the key insights and make informed decisions based on the data provide.
These skills enable me to manage projects, communicate effectively, negotiate deals, and present findings to stakeholders. Continuously improving and honing these skills is crucial for remaining competitive in this field.

Systematic Approach to Skills Acquisition

“Building skills for a business analyst require a combination of technical knowledge, soft skills, hands-on-experience, and a commitment to ongoing learning and development” (Schatz, H. 2018).

As business analyst, I understand the importance of building key skills such as management, negotiation, and public speaking. Here is a step-by-step plan on how I intend to build these skills:

Management skills: to build my management skills, I plan to take courses and workshops on project management, team management, and time management. I will also seek opportunities to practice these skills in real-life situations, such as leading a team project or volunteering in a leadership role. Additionally, I will seek feedback from mentors and colleagues to help me identify areas for improvement and refine my approach.


Negotiation skills: I believe that negotiation skills are critical for success in the business world, and I intend to hone my skills in this area by attending negotiation seminars and scenarios with colleagues and friends. I will also seek out opportunities to observe expert negotiators in action, such as attending industry events or networking with experienced professionals.

Public speaking: As business analyst, I know that I will need to be able to effectively communicate ideas and findings to various stakeholders, and therefore, I plan to work on my public speaking skills. I will seek opportunities to practice public speaking, such as giving presentation at work or volunteering to speak at events. Additionally, I will take courses and workshops on public speaking techniques and seek feedback from mentors and colleagues to help me improve my delivery and communication skills.

In summary I believe these skills are crucial for success as a business analyst. I plan to take approach by seeking out opportunities to learn, practicing these skills in real-life situation.

Job Interview
One study on job interviews, titled “Attractiveness bias in the interview: exploring the boundaries of an effect” Found that physical attractiveness can influence the outcome of job interviews. The study found that interviewers were more likely to hire candidates who they deemed to be physically attractive.

The job interview for the business analyst position was a great learning experience for me. I went into the interview feeling confident and prepared, and it was a valuable learning experience for me. I approached the interview with a positive mindset and prepared myself by practicing in the mirror, review some of the question and answer.

During the interview, I felt confident and articulate while answering the questions. However, there were some questions for which I did not have a strong answer, and I could have done better by preparing more thoroughly. Additionally, I found that my nerves got the best of me at times, causing me to speak too quickly and not take enough time to think through my responses. One of my main mistakes was that I felt some pressure to speak fast, and I didn’t realize that in some questions my answer were so quick and my speaking was fast that I could have produce some misunderstanding to the interviewer.

Reflecting on the experience, I learned the importance of thorough preparation and being confident in my abilities. Preparing for common interview questions allowed me to answer the questions more effectively and demonstrate my knowledge of the industry and the company’s needs. I also learned the importance of managing my nerves and taking my time to formulate thoughtful responses.

During the process the preparation, I used the support that they gave us such as the tips that the teacher taught at class and with the practice with the help of my classmates, I didn’t feel like it was my first interview.
Moving forward, I will take this experience as a lesson and continue to improve my interview skill by practicing with friends or family members, researching the company and industry, and seeking feedback from my classmates and teachers. I will also work on remaining calm and composed during the interview, taking deep breaths, and reminding myself of my qualifications and experiences.

Overall, this experience helps me to identify some mistake I have and understand where I should put the focus on certain topics, I will use these experiences to improve my skills and approach future interviews with greater confidence and preparation.


Conclusion 

In conclusion, becoming a successful business analyst requires a combination of technical and soft skills. The ability to manage projects, negotiate effectively and communicate clearly are essential skills for a business analyst. it also important to continuously improve these skills through various means such as attending workshops, training, and networking. 
Additionally, conduction research and staying up to date with industry trends is crucial for a business analyst to add value to the organization. Also, the interview role I went through was important process to identify my weaknesses and the mistakes I didn’t realize I have, and I will have to improve my dedication and commitment to personal and professional growth.
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Interview questions
o Tell me about yourself?

Firstly, | want to thank you for this opportunity, | will describe myself as a positive person.
After finished my BTEC, | took an apprentice to grow my experience on the business area
and | have been able to analyse, understand, develop the business system since | started
my career, | have been a passional person with the business environment, | would say one
of my main qualities are the hard work and dedication that | put into work. | want to work
for this company because | associate with your commitment to sustainability. Working for a
company that has a genuine commitment to sustainable practices has always been a goal
for me, and | know | would conduct my work with same approach.

« How do you yourself ft for the role on our company?

The specification for the roles states that you are looking for person with excellent
communication skills. In my current apprentice | have highlighted with my ability to
communicate with the team and be able to understand different point of view.

When | have working with teams, | always feel confident to take the lead of the team, with
the aim of streamlining a common workflow. | can analysis different type of situation on a
company, also I'm able divide, understand and analyses the different issue that my role will
have to face.

« Why do you think you have the skills for this role?

1am strong on plenty of skill but especially for this role, my technical skills like a strong
aptitude for number and ability to quickly pick up new systems and technology are key, but
s are people skill like communication, faciltation, and negotiation skills.

« In your opinion, what is the most important skill for leaders to have?

1 think the most important skillfor leaders to have been communication. Communication
skills, such s active listening, empathy and respect, can help leaders build strong
connection and faster a positive team environment.

In my last role as assistant Manager, | wanted to strengthen my communication skills to
become a stronger leader. | attended a presentation on clear workplace communication. |
used these skills you become a better speaker and a more efficient assistant. | designated
an open office hour where | invited my team members to visit and share their thoughts
with me. This increased our workplace communication and helped my team succeed.

« Why do you think you are the best option for the role?

¥'m passionate about using my career in business to help the business to grow. | genuinely
believe | can use my persuasive, educational talents to help the business access to new
opportunity they don't realize they could have it.

I'm the best person for this position because | embody the values of personify software by
putting the business's needs first and dedicating myself to the sale.

F'm not only someone dedicated but | have several certifications and courses that gave me
astrong background for business analyst. My fundamentals, combined with my passion for
the field, make me the best person for this job. | consistently submitted all my analysis and
reports ahead of deadlines at my previous jobs and regularly exceeded expectations in
performance reviews.
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