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BA Real Talk:
4 Key Elements to
Communicating Effectively

Laura Brandenburg, CBAP
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The Problem with BA Roles

Unpredictable




We Need to Set Expectations

Qe

SE-1: Kick-Off the
Business Analysis Effort

@

SE-2: Kick-Off the
Business Analysis Effort
(Previous Work Completed)

@

SE-3: Clarify an
Ambiguous Assignment

@

SE-4: Provide a First Pass
of Work Against an
Assignment

@

SE-5: Request Help
With an Assignment

; Provide
Start a New B Clarify B Manage B
Project Assignments Workload USptc?:tjess

@

SE-6: Request Prioritization
of Assignments

@

SE-7: Communicate
About a Deadline
You Anticipate Missing

@

SE-8: Decline an
Assignment

@

SE-9a: Status Report
One Project

@

SE-9b: Status Report
Multiple Projects

@

SE-9c: Status Report
Multiple Projects with Hours
(Tabular Format)
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Getting Information is Painful
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Action Item
(Froma
Meeting)

Be Clear

Request Follow-Up on Escalate
Infgrcr‘nation P| Information f————» Information a n d
Request Request

\
\

® @ o= Follow-Up

Gl-1: Request GI-2: First Follow-Up GI-5: Escalate
Information Information Request

@

See Also GI-3: Second Follow-Up

\
®
\

RD-3: Obtain Answers to
Specific Questions
On a Deliverable

Callor
Stop By

@z

Gl4: Third and Final
Follow-Up
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No One Really Wants to
Own the Requirements

i ——— —
= » o ——
‘l - £
'-
— -
. — — o
A— —
—_—
——— - e
P__” T
——— —
| —
B
— |
- Eo——
. —
- : -
- s el g -
~ B A p—
| . 18 -
! o —
|

.
‘1" Bridging
www.bridging-the-gap.com 11/15/2016 1‘Q the Gap g



Proactively Engage Stakeholders

@z

RD-1: Send a Draft Based
On Your Analysis

@

RD-2: Send a Draft Based
On Stakeholder Input

\

Obtain Input

Questions

RD-3: Obtain Answers to
Specific Questions

(Mostly Done

Via Meetings)

Yes

iti Request
Creaéeralf?ltlai ————P| and Answer [P q —

Approval

@

RD+4: Send Deliverable for
Final Review

@

RD-5: One Day
Reminder

@

RD-6: Follow-Up
(No Feedback)

\

\

\
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1 Finalize
? No/Minor :
ot g Deliverable
RD-7: Notification of RD-8: Notification of
Significant Feedback Minor Adjustments

@

RD-9: Notification of
Approved Deliverable

\
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Issues Pop Up! (All the Time)

|

Disagreement )

Bu gs . ,’l

Requirements
Issues

v
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Clarify, Resolve, Communicate

No
Communicate
. Resolve Issue About
|dentify Issue > Issue Resolved? Yes—|  Rosolved
Issue

@ @z Q% @

MI-1: Send a Notification MI-3: Stop an Ineffective MI-5: Request Confirmation of an MI-6: Send a Notification
of an Unresolved Issue Email Chain Issue-Resolution Decision About a Resolved Issue

\
<

MI-2: Reply to Issue Raised MI-4: Follow-Up With More MI-7: Send a Notification
By Someone Else Information of a Minor Resolved Issue

(No Prior Communication)
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Webinar Special
TODAY ONLY - Save $50

Email
Communication
Tgmplates
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» Email: laura@bridging-the-gap.com

» LinkedIn: Laura Brandenburg and Start a BA
Career group

» Twitter: @LLBrandenburg
» Facebook: Bridging the Gap
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