
1. 5W1H - Tool of BA 

The 5W1H technique (Who, What, Where, When, Why, and How) helps a Business 

Analyst thoroughly analyze and understand a situation or requirement. It provides a 

comprehensive framework to gather detailed information and clarify any ambiguous 

aspects of a project or process. 

2. Role of BA 

The Business Analyst is responsible for identifying business needs, gathering and 

documenting requirements, and ensuring that the proposed solutions meet the 

objectives. They act as a bridge between stakeholders and technical teams, ensuring 

alignment between business goals and project outcomes. 

3. Risk Analysis 

Risk Analysis involves identifying, assessing, and managing risks that may impact a 

project's success. A Business Analyst helps mitigate risks by analyzing potential issues, 

proposing solutions, and developing contingency plans to ensure smooth project 

execution. 

4. Timesheets 

Timesheets are records used by Business Analysts to track the time spent on various 

tasks or projects. They help monitor productivity, allocate resources effectively, and 

maintain transparency in project timelines, ensuring that efforts are appropriately 

documented. 

5. BPM (Business Process Management) 

BPM involves the systematic approach to managing and improving business processes. 

Business Analysts utilize BPM to analyze workflows, identify inefficiencies, and 

implement optimized solutions that align with the organization's goals. 

6. Requirement Analysis 

Requirement Analysis is the process of gathering, understanding, and defining the needs 

and expectations of stakeholders. A Business Analyst performs requirement analysis to 

ensure that all business needs are met in a timely and effective manner, shaping the 

project’s direction. 

7. UML Diagrams 

Unified Modeling Language (UML) Diagrams are used by Business Analysts to visually 

represent the system's architecture, processes, and workflows. These diagrams, such as 

use case diagrams and class diagrams, help communicate technical details to 

stakeholders clearly. 

8. Stakeholder Analysis 

Stakeholder Analysis involves identifying all parties involved in or impacted by a project. 



Business Analysts use this technique to prioritize stakeholder needs, address concerns, 

and ensure that all requirements are gathered from relevant sources. 

9. Elicitation Techniques 

Elicitation techniques, such as interviews, surveys, workshops, and observation, help 

Business Analysts gather information from stakeholders. These methods are crucial in 

ensuring that all necessary requirements are accurately captured for project success. 

10. Agile Manifesto 

The Agile Manifesto is a set of principles that emphasize flexibility, collaboration, and 

customer satisfaction in project management. Business Analysts apply these principles in 

Agile projects to ensure continuous improvement, early delivery, and close cooperation 

with stakeholders. 

11. User Stories 

User Stories are concise, informal descriptions of a feature or functionality from the 

perspective of the end user. Business Analysts help write and prioritize user stories, 

ensuring they capture user needs and business requirements in Agile projects. 

12. Definition of Done (DOD) & Definition of Ready (DOR) 

The Definition of Done (DOD) specifies the criteria that must be met for a feature or task 

to be considered complete. The Definition of Ready (DOR) outlines the conditions that 

must be fulfilled before work can begin. Both are crucial in Agile to ensure that work is 

well-defined and expectations are clear. 

13. Product Owner 

The Product Owner is responsible for defining the product vision, managing the product 

backlog, and ensuring that the team delivers value to stakeholders. In Agile teams, the 

Product Owner works closely with Business Analysts to align the product with business 

needs. 

14. Waterfall 

Waterfall is a traditional project management methodology where each phase must be 

completed before the next one begins. Business Analysts working in Waterfall projects 

create detailed documentation at each stage to ensure that all requirements are met 

and no steps are missed. 

15. Prioritize Requirements - MoSCoW 

The MoSCoW method (Must have, Should have, Could have, and Won't have) is a 

prioritization technique used by Business Analysts to categorize requirements based on 

their importance and urgency, ensuring that critical requirements are addressed first. 

16. SWOT Analysis 

SWOT (Strengths, Weaknesses, Opportunities, and Threats) is a strategic tool that helps 



analyze a business or project. Business Analysts use SWOT to assess internal and 

external factors, identifying areas for improvement and growth opportunities. 

17. Root Cause Analysis 

Root Cause Analysis (RCA) is a technique used to identify the underlying causes of 

problems or issues. Business Analysts use RCA to diagnose issues within a business 

process or system and recommend corrective actions to address the root cause. 

18. Porter’s Five Forces 

Porter’s Five Forces is a framework used to analyze the competitive environment of an 

industry. Business Analysts use this tool to understand market dynamics, competitive 

pressure, and industry attractiveness, aiding strategic decision-making. 

19. Business Plan 

A Business Plan outlines the strategic direction, goals, and financial forecast of a 

business or project. Business Analysts help develop business plans by conducting market 

research, defining business objectives, and assessing risks to ensure the plan's feasibility. 

20. BA in Change Request 

Business Analysts play a key role in managing change requests by assessing their impact, 

gathering feedback from stakeholders, and ensuring the changes align with business 

objectives. They help maintain the integrity of the project while accommodating 

necessary changes. 

 


