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Self-Assessment for Business Analyst Core Competencies 
 
Instructions 
 

1) Answer each question as “yes” or “no”. 
2) Total the “yes” scores for each category 
3) Multiply each score by 10 
4) Plot the scores on the appropriate spokes on the Kiviat chart on page 3.  
5) Connect the dots and shade the area. (See the example on page 4) 

 
 
General Skills 
 
# Item Yes No 
1. Do you have a process for making presentations?   
2. Do you understand the principles of effective written communication?   
3. Do you understand the principles of effective oral communication?   
4. Do you obtain at least 40 hours of continuing professional education per 

year? 
  

5. Are you trained to perform in the role of a facilitator?   
6. Have you been trained in how to design and deploy work processes?   
7. Do you understand basic concepts of systems development?   
8. Do you have a process for listening which involves active listening, 

clarification of input, and providing feedback? 
  

9. Have you had training in conflict resolution/negotiation?   
10. Have you had formal training in project management skills?   
    
 
 
 
User Acceptance Testing 
 
 
# Item Yes No 
1. Do you understand the basic phases and types of testing?   
2. Do you understand the importance of early and continuous testing?   
3. Do you understand and use reviews and inspections as part of your testing 

process? 
  

4. Do you understand the concepts involved in building a test environment?   
5. Have you been involved in facilitating User Acceptance Testing with end-

users or people representing end-users? 
  

6. Do you understand the differences between UAT and other phases of 
testing? 

  

7. Do you understand how to create user test scenarios?   
8. Do you understand basic test measurements and metrics?   
9. Do you understand how to depict business processes?   
10. Do you have a process for tracking and analyzing software defects?   
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Gathering and Documenting User Requirements 
 
# Item Yes No 
1. Do you have a process for gathering user requirements?   
2. Do you have standards and templates that you use for documenting user 

requirements? 
  

3. Do you understand how to prioritize user requirements?   
4. Do you understand the basic steps for conducting interviews?   
5. Do you understand how to ask the right questions in an interview?   
6. Do you understand how to review requirements for correctness?   
7. Do you understand how to invite the right people to an interview session?   
8. Do you understand how to review requirements for ambiguity?   
9. Do you understand how to define test cases from user requirements?   
10. Have you had experience in working with end-users to gather and define 

requirements? 
  

    
 
Project Management 
 
# Item Yes No 
1. Do you understand the various system development life cycle methodologies?   
2. Do you have experience in managing projects?   
3. Are you able to select the appropriate level of business analysis techniques 

based on project size? 
  

4. Are you able to implement and enforce change management procedures?   
5. Do you understand how to define the scope of a project?   
6. Do you have a process for organizing a project?   
7. Do you have experience in assessing the risk on a project?   
8. Do you have a process for risk assessment?   
9. Do you have a process for creating a project plan?   
10. Do you have experience in dealing with project stakeholders?   
    
 
Problem Solving 
 
# Item Yes No 
1. Do you have a process for analyzing defects by origin and severity?   
2. Do you understand how to define a problem in writing?   
3. Do you understand how to identify business problems and determine which 

are in scope? 
  

4. Do you understand how to analyze business problems to separate problems 
from symptoms and predetermined solutions? 

  

5. Do you know how to locate the cause of business problems in business 
process flows? 

  

6. Do you know how to identify weaknesses and propose improvements in how 
the organization uses its information resource 

  

7. Do you understand how to perform root cause analysis?   
8. Do you understand how to identify and analyze exceptions and errors in 

business and information system processes? 
  

9. Do you understand how to organize and document business problems for 
presentation and discussion? 

  

10. Have you had formal training in problem resolution techniques?   
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Kiviat Chart for Core 
Competencies

General Skills

User Acceptance
Testing Skills

Gathering & Documenting
User Requirements

Project 
Management

Problem
Solving

100% 80% 60% 40% 20%
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Kiviat Chart for Core 
Competencies

General Skills

User Acceptance
Testing Skills

Gathering & Documenting
User Requirements

Project 
Management

Problem
Solving

100% 80% 60% 40% 20%

 
Interpreting Your Score 
 
The Kiviat chart shows: 
 

1) How completely you cover the assessment questions. 
2) Your strengths and weaknesses 

 
The goal is to increase your skill coverage by improving your low areas. 
 
 


