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Letter from the Author

http://www.TheBAGuide.com

You’ve probably found your way to this eBook from my website, or maybe 

a friend passed it along to you. Either way, I’m happy you’re here.

I created The BA Guide to break down the barriers to becoming a 
Business Analyst, and this free eBook is a result of that.

I will take you through the process of creating a compelling resume, 
finding applicable job openings, and right-fitting your resume content to the 
needs of each employer. The end goal is to get you into that interview seat 
where your skills and personality can land you the job.

If I can help a single person learn one thing that will help them begin or 
advance their career, the time I have spent writing this eBook will have 
been totally worth it.

To all of my students, followers, and friends out there, both old and new, 
thank you for the gift of your support. I only hope this free guide can begin 
to repay you for the time and guidance you’ve given me. Here’s to your 
continued success!

Jeremy Aschenbrenner

http://www.thebaguide.com/
http://www.thebaguide.com/
http://www.thebaguide.com/
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Creating an Effective Resume

Simply put, your resume is the single most important document in 

your job hunting arsenal. 

When you apply for a position, there are no 

smiles, no handshakes, no interactions. Your 

resume has to catch their attention. Once 

submitted, it is the only thing available to sell 

the company on the fact you would be a great 

asset.

That one piece of paper is the ticket to an 

interview for your dream job. This chapter is 

dedicated to helping you to create the perfect 

resume and stand out from the crowd.

As a hiring manager and coach, by far the number one question I am asked by job 

hunters is what resume format they should use. Lean in close and I will let you in on a 

little secret…

Chapter 1

Resume Format

Instead there are five rules you should follow so your resume is easy to read and 

understand.

 Name and contact information at the top

 Be consistent with formatting and font

 Break into sections for context

 Utilize whitespace to make it easy to read

 Order your resume by importance

There is no secret or special format

A Quick Side Note From Jeremy:
Microsoft Word has several built in 

resume templates. These can be 
used as a base to significantly 

reduce the time needed to create 
your resume format.

http://www.TheBAGuide.com

http://www.thebaguide.com/
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Clearly defined contact 
information including:

• Name
• Phone
• Email
• Address

Broken into sections 
explains the context of 

what is being read

Includes whitespace to

increase readability

Consistent formatting 

and font throughout

Resume Example

Resume Sections

Now that you understand the basics of the resume format, next we will discuss the 

various sections you can and should include.

Sections and details are 
ordered by importance

Something that shouldn’t come as a shock, not every resume will contain the same 

sections. Instead, your background, experience, and qualifications play a part in 

shaping what should be included. Possible sections include:

 Summary of Qualifications

 Education

 Key Strengths

 Professional Experience

 Certifications

 Technical Skills

 Awards and Honors

 Volunteer Experience

 Affiliations

The Business Analyst Job Hunting Guide: 
Land the Interview

http://www.TheBAGuide.com

http://www.thebaguide.com/


66

Summary of Qualifications
Sell yourself with a 30 second elevator pitch.

An elevator pitch is a clear, brief message or

commercial about you. It is a paragraph or

bulleted list that communicates who you are,

what you’re looking for, and how you can

benefit the company or organization. Keep it

less than 100 words.

Resume Content

Within each resume section is a particular set of content. Here, in no particular order, 

we will break down the sections mentioned and further define the details for each one.

Education
This is your educational background. Include

the colleges you attended and degrees

achieved. It is optional to also include the

years you were enrolled, grade point average,

and any awards received. High school

graduation normally isn’t listed unless you

don’t have college experience.

Key Strengths
A bullet list of the strengths you possess that

will aid you in getting the job done. Be ready to

back these up with specific examples on how

you have utilized these strengths to generate

positive results.

Awards and Honors
Any awards or honors received in school, from

employers, volunteer organizations, etc.

Professional Experience
This is a list of organizations where you were

employed. Include the organization’s name,

location, years of employment, and the title

you held. If you held multiple titles, list the

most recent. Most importantly, this should

include a brief description of responsibilities

and a bulleted list of achievements. For

readability, use a voice of past tense for former

positions and present tense for current roles.

Certifications
All certifications earned as part of your

previous positions or self-study. Especially

important if you have any IIBA or PMI related

certifications.

Technical Skills
If you are applying for a technical Business

Analyst role, use this section to highlight your

technical skills and aptitude. Can be in bullet

or sentence form.

Volunteer Experience
Since Business Analysts need a level of

servitude, companies like to see potential

employees that are involved in volunteering

their time. List any volunteer experience here.

Affiliations
List any affiliations to Business Analysis

organizations, such as the IIBA or PM. Similar

to volunteering, it shows your active

involvement in the profession.

The Business Analyst Job Hunting Guide: 
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Once you have your base resume created, it is time to 

go through and add some final coats of polish. These 

finishing touches are just as important as the actual 

creation of your resume, so don’t skip this section.

The Business Analyst Job Hunting Guide: 
Land the Interview

Need more detail?

Finishing Touches

Step #1: Proofread, proofread, proofread
A surefire way to be overlooked for a job is to have blatant spelling or grammatical errors. 

Employers are looking for Business Analysts to have an attention to detail. Therefore 

mistakes within your resume have a big cost. Do yourself a favor and read over your 

resume numerous times. I personally like reading it out loud as well to validate everything 

makes sense.

Step #2: Limit to two pages
While books are fun to read, hiring managers will not read your resume novel. You are 

only doing yourself a disservice by including too much detail. If your resume is currently 

longer than two pages, work back through it and find things to eliminate. Ask yourself, 

“what specific value does this provide?” If there is limited or no value gained, remove it. 

The goal is to get them curious about you and bring you in for an interview.

Step #3: Print it
Sometimes word processing software will act in a way that is not expected. On the 

screen, everything may look perfect. Once it is printed, formatting could be thrown off or 

text overlapping. Be sure to print your resume and validate it looks as good on paper as it 

does on the computer screen.

After you feel your resume is looking really good, you’ll want 

to have another person proofread it. I personally recommend 

utilizing someone without any insight into your professional 

background. This will give you a third party perspective and 

may point out some areas that need tweaking.

Who better to analyze your 
resume than a hiring manager 

of Business Analysts? 
Click here to learn more about 

my resume review services.

http://www.TheBAGuide.com

http://thebaguide.teachable.com/p/personalized-resume-analysis/
http://www.thebaguide.com/
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A Job Hunting We Will Go

You can’t land the job you don’t apply for.

Ah, the digital age. Gone are the days of 

searching the help wanted section of the 

newspaper to find that perfect job (thank 

goodness). Now, everything is digital. This not 

only broadens your reach geographically, but it 

also allows you to perform searches and further 

filter those results based on job criteria. The 

best part is, you can do this in your pajamas 

from the comforts of your own home.

The most common place to begin searching for job postings are the various job board 

websites. The only problem, there are thousands of them with new ones popping up 

each day. This saturation causes a lot of confusion for job seekers on where they 

should be looking. Let me significantly narrow the list down for you. My favorite job 

hunting websites are:

Chapter 2

Job Search Sites

 Indeed

 CareerBuilder

United States
www.indeed.com

www.careerbuilder.com

United Kingdom
www.indeed.co.uk

www.careerbuilder.co.uk

India
www.indeed.co.in

www.careerbuilder.co.in

Both of these job boards offer nice features. They are user friendly, combine results 

from various other sites, and they cater to many various countries. While there may be 

other sites that provide similar features and functionality, I look no further than Indeed 

and CareerBuilder for all my job hunting needs.

http://www.TheBAGuide.com

http://www.indeed.com/
http://www.careerbuilder.com/
http://www.indeed.co.uk/
http://www.careerbuilder.co.uk/
http://www.indeed.co.in/
http://www.careerbuilder.co.in/
http://www.thebaguide.com/
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Another great place to find job openings is 

directly on the company website. Head out to 

pretty much any company website and you will 

find a Careers page. Many will contain a search 

engine showing job openings at the various 

company locations. 

The Business Analyst Job Hunting Guide: 
Land the Interview

Company Websites

A Quick Side Note From Jeremy:
Some of the most desirable companies 

will only post job openings on their own 
website. When you find a company you 

are highly interested in, it is best practice 
to check their careers page periodically 

to view openings. If available, sign up for 
their new job notifications.

While this technique is great in theory, 

narrowing your search to specific companies 

significantly reduces your chances of finding 

that perfect job opening. Instead, utilize this to 

follow and keep up on openings for your dream 

companies while also utilizing other job 

hunting techniques.

http://www.TheBAGuide.com

http://www.thebaguide.com/


10

In recent years, one of the biggest trends has been 

how employers and recruiters are using social media 

more and job boards less. Due to this, your online 

social networks have become a crucial place to find 

job openings or even aid you in being found by a 

potential employer.

The Business Analyst Job Hunting Guide: 
Land the Interview

Social Networks

LinkedIn
One of the most popular professional social networks is LinkedIn. Here you can connect 

with your various professional contacts. This could include your college instructors, co-

workers, bosses, volunteering contacts, etc. The key to LinkedIn is the professional 

nature of the content. People post interesting articles and blog posts, but more 

importantly, they post about job openings. This can alert you to check out the company 

website and learn more about an open position.

Facebook
Another common social network to help you with your job hunting is Facebook. The 

biggest challenge with Facebook is the connections you have are typically personal 

rather than professional. Nonetheless, you can inquire with your contacts about openings 

at their companies and again utilize their current employment to assist you in landing the 

interview.

Not only can LinkedIn assist you in finding job postings, it can also highlight any 

professional contacts you may have at a prospective employer. The fastest way to an 

interview is by utilizing your contact to put in a good word for you, or better yet, ask them 

to take advantage of the employee referral option. Companies are much more likely to 

bring you in for an interview if you are being recommended by a current employee.

While social networks can certainly assist in your job search, they also can be attributing to you 
not landing the interview. Before you begin applying, clean up your social network profiles.

http://www.TheBAGuide.com

http://www.thebaguide.com/
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To Apply or Not to Apply

While blasting out your resume to every job opening may seem like a 

good idea, you are much less likely to be called for an interview.

A common misconception for job seekers is 

they need to send out hundreds of resumes for 

all sorts of various job openings. Even if you 

feel your situation is desperate, I recommend 

being a bit more selective. 

The job posting is a treasure trove of information. The company is basically laying out 

the needs they have, but many people don’t fully utilize this to their advantage. With 

your resume, it is extremely important to show the company the value hiring you can 

provide to them. You do this by fully understanding what the employer is looking for 

and then highlighting your matching skills and experience.

Chapter 3

Break Down the Posting

 Job Summary

 Responsibilities

 Basic Qualifications

When trying to understand the needs of a particular opening, I like to read the job 

posting in sections. The nice thing is most job postings are already segmented out for 

readability. The three main sections are:

Spend more time understanding what the 

company is looking for in a candidate and 

position yourself to fill their need.

http://www.TheBAGuide.com

http://www.thebaguide.com/
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Job Posting Break down

Break Down Process

Step #1: Get an Overview – Your first step when reading any job posting is to start 

with the Job Summary. This first step allows you to get an understanding of the job and 

validate it interests you.

The Business Analyst Job Hunting Guide: 
Land the Interview

If you don’t meet the qualifications 
exactly, but are close, feel free to 
apply. Just realize your chances of 
getting an interview are less then 

someone with those qualifications.

Step #2: Confirm the Qualifications – Your second step is 

to ensure you meet the basic qualifications. There is little 

point in applying for a position that you are unqualified for.

Step #3: Review Responsibilities – Your final step is to read through and understand the skills 

necessary to perform the listed duties. Utilize this information to ensure you would be successful 

in this position. 

http://www.TheBAGuide.com

http://www.thebaguide.com/
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Perfect the Resume Process

Customize your resume for each job you are applying for.

Customizing your resume for each job posting may 

seem like a daunting task. The truth is, it not only 

increases your chance of landing the interview, it 

also helps you to be more selective in the positions 

you apply for.

Before you jump in and begin adjusting your resume, you need to identify the top three 

skills the employer is looking for based on the details within the job posting. For 

Business Analyst positions, below is a non-exhaustive list of some of the skills and 

experience you may identify:

Chapter 4

Identify the Top 3

 Requirement elicitation

 Process documentation

 Visual modeling

 Software testing

 Critical thinking

 Ability to manage projects

 Identifying business needs

 Solution designing

 Requirement prioritization

 Meeting facilitation

 Business Analyst tools

 Self-starter

Don’t feel like your skills are on par with the job you want to land? 
Don’t just randomly search for learning materials.

Check out The BA Guide’s recommended learning list.
I did the work so you don’t have to.

http://www.TheBAGuide.com

http://www.thebaguide.com/recommended-learning-ebook
http://www.thebaguide.com/
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Now that you have the top three skills identified for the job posting, it is time to modify your 

resume to highlight your matching skills and experience.

The Business Analyst Job Hunting Guide: 
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Resume Adjustments

Step #1: Validate it exists – If you possess the skills identified in the top three of the 

job posting, do yourself a favor and ensure your resume shows that. A hidden or 

undisclosed skill will not help you get into the interview chair.

Step #2: Tweak your summary – The summary is the first impression you make with 

a prospective employer. Make slight adjustments to your verbiage to show how you 

can fill their business needs.

Step #3: Rearrange your content – I have another 

secret for you… hiring managers don’t read resumes 

from top to bottom. Make their reviewing easier by 

placing your matching skills at or near the top of the 

various sections.

With all that work behind you it is time to 
click the Submit button. 

Congratulations!

When submitting your resume, many 
job application sites want your 

qualifications also in their database. 
To do so, they ask for the same details 

to be entered that can be found on 
your resume. While this can be 

frustrating, take your time and fill 
everything out carefully. You never 

know if the person making the 
decision on giving you an interview is 
reviewing your submitted resume or 

the electronic details you enter.

http://www.TheBAGuide.com

http://www.thebaguide.com/
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Your Next Steps

Once your resume has been submitted, there is no time to sit idle. 

Instead, begin preparing for the next step… your interview.

Getting invited to an interview certainly takes a lot of work. The issue is many people 

stop there. You may now have a great resume, but if you don’t properly prepare for the 

interview, your chance of being offered the position decreases dramatically. Don’t fall 

into this trap!

Chapter 5

http://www.TheBAGuide.com

No, you didn’t read that wrong. 100% free!

No catch, no gimmicks, no sales pitch.

Click here to gain unhindered access to
5 Steps to Land that Business Analyst Job!

Are you unsure how to appropriately prepare for an interview? 

Don’t you worry, I’ve got your back!

As I said at the beginning of this eBook, The BA Guide is here to break down the 

barriers to becoming a Business Analyst. I can think of no better way to do that than to 

give away one of our signature online courses ABSOLUTELY FREE!

The 5 Steps to Land that Business Analyst Job will not only assist you in preparing for 

your interview, it even digs deeper into the topics we have already discussed. Whether 

you are ready to ace your interview, need some additional guidance on your resume, or 

anything in between, you will get tremendous value from this free offer. 

http://www.thebaguide.com/
https://forms.aweber.com/form/81/1567099981.htm
https://forms.aweber.com/form/81/1567099981.htm
http://tinyurl.com/jobhuntebook
http://tinyurl.com/jobhuntebook
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Final Thoughts

I appreciate each and every one of you for taking time out of your day to 
read this. If you have an extra minute, I would love to hear what you 
think about it.

Please tweet me @TheBAGuide on Twitter (while you are there, hit that 
follow), start a conversation on my Facebook Fan Page or if you’d rather 

reach me in private, don’t hesitate to shoot me an email. I read each and 

every tweet, post, and email, so don’t be afraid to say hi!

Thanks again, and I wish you nothing but success!

Jeremy Aschenbrenner | The BA Guide
jeremy@thebaguide.com

Thank You So Much!

I hope you’ve enjoyed this eBook as much as I loved 

writing it for you. I can’t thank you enough for your 

continued support of The BA Guide and everything I do.

http://www.TheBAGuide.com

https://twitter.com/TheBAGuide
https://www.facebook.com/TheBAGuide/
http://www.thebaguide.com/
mailto:jeremy@thebaguide.com
http://www.thebaguide.com/

