[YOUR NAME]
Business Analyst
📍 [City] • 📞 [Phone] • ✉️ [Email] • 🔗 [LinkedIn] • 📊 [Portfolio (optional)]
PROFILE
Business Analyst with a strong foundation in data analysis and process improvement. Experienced in translating business problems into structured requirements, building meaningful dashboards, and delivering insights that support strategic decisions and operational efficiency.
CORE SKILLS
Business Analysis | Requirement Gathering | Data Analysis | Excel (Advanced) | SQL (Basic/Intermediate) | Power BI / Tableau | Process Mapping | Reporting & Dashboards | Stakeholder Communication | Problem Solving
EXPERIENCE
Job Title — [Company Name]
[Month Year – Present]
· Gathered and translated business requirements into functional documentation
· Conducted data analysis to identify trends, risks, and improvement opportunities
· Built dashboards and automated reports using Excel / Power BI for stakeholders
· Coordinated with cross-functional teams to improve operational workflows
· Presented insights and recommendations to support strategic decision-making
Job Title — [Company Name]
[Month Year – Month Year]
· Assisted in market and competitor research to support business initiatives
· Supported data cleaning, validation, and report preparation activities
· Monitored project progress and maintained documentation for internal teams
· Helped streamline reporting processes to improve accuracy and efficiency
· Collaborated with teams to gather feedback and improve workflow execution
PROJECTS
Business Performance Dashboard
Built an interactive dashboard to track KPIs, identify trends, and support business decisions.
Process Optimization Study
Analyzed workflow inefficiencies and suggested improvements to reduce delays and improve productivity.
EDUCATION
[Degree Name] — [University/College Name]
[Year]
CERTIFICATIONS (Optional)
· Business Analysis Certification — [Platform/Institute]
· Excel / SQL / Power BI Certification — [Platform]
ACHIEVEMENTS (Optional)
· Delivered data insights that improved reporting clarity and decision-making
· Recognized for accuracy and consistency in analytical reporting
