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Western Technical College
10102210  Business Analyst Professionalism
Course Design
Course Information
	
	Description
	Students will learn a wide-range of strategies to enhance their professional success as a Business Analyst; including business etiquette, professional image, ethical behavior, professional communication, time management, work ethic, multi-tasking, stress management, work place relationships, accountability, team building, problem solving, and leadership. The course also includes an introduction to the program outcomes and relates how the competencies of this course align to those outcomes.

	
	Career Cluster
	Business Management and Administration

	
	Instructional Level
	Associate Degree Courses

	
	Total Credits
	3.00

	
	Total Hours
	54.00


Types of Instruction
	Instruction Type
	Credits/Hours

	Lecture
	3 CR./54 HRS.


Textbooks
	No textbook required.


Core Abilities
	1.
	Demonstrate ability to think critically.

	2.
	Demonstrate ability to value self and work ethically with others in a diverse population.

	3.
	Make decisions that incorporate the importance of sustainability.

	4.
	Use effective communication skills.


Program Outcomes
	1.
	Demonstrate professional communication in a business environment

	2.
	Cultivate business relationships throughout the project lifecycle

	3.
	Model project leadership throughout the project lifecycle

	4.
	Incorporate business requirements into the project planning process

	5.
	Facilitate solutioning to satisfy project requirements

	6.
	Facilitate solution testing.

	7.
	Facilitate solution implementation.


Course Competencies
	1.
	Explore the role of a Business Analyst.

	
	Assessment Strategies

	
	1.1.
	Reflection

	
	Criteria

	
	You will know you are successful when:

	
	1.1.
	You define why a Business Analyst is needed.

	
	1.2.
	You explain why the need of Business Analysts is growing.

	
	1.3.
	You identify your personality type strengths in regards to the role of a Business Analyst.

	
	1.4.
	You identify opportunities for growth in regards to your personality type and the role of a Business Analyst.

	
	1.5.
	You identify your ethics strengths in regards to the role of a Business Analyst.

	
	1.6.
	You identify opportunities for growth in regards to your ethics and the role of a Business Analyst.

	
	1.7.
	You identify your business etiquette strengths in regards to the role of a Business Analyst.

	
	1.8.
	You identify opportunities for growth in regards to your business etiquette and the role of a Business Analyst.

	
	1.9.
	You identify your time management strengths in regards to the role of a Business Analyst.

	
	1.10.
	You identify opportunities for growth in regards to your time management skills and the role of a Business Analyst.

	
	1.11.
	You identify your stress management strengths in regards to the role of a Business Analyst.

	
	1.12.
	You identify opportunities for growth in regards to your stress management skills and the role of a Business Analyst.

	
	1.13.
	You identify your analytical problem solving strengths in regards to the role of a Business Analyst.

	
	1.14.
	You identify opportunities for growth in regards to your analytical problem solving and the role of a Business Analyst.

	
	1.15.
	You identify your workplace relationship strengths in regards to the role of a Business Analyst.

	
	1.16.
	You identify opportunities for growth in regards to your workplace relationships skills and the role of a Business Analyst.

	
	1.17.
	You identify your teamwork strengths in regards to the role of a Business Analyst.

	
	1.18.
	You identify opportunities for growth in regards to your teamwork skills and the role of a Business Analyst.

	
	Learning Objectives

	
	1.a.
	Explore the significance of the role of a Business Analyst.

	
	1.b.
	Investigate the growing need for Business Analysts.

	
	1.c.
	Explore duties of a Business Analyst - including requirements, solutioning, testing, training, and implementation.

	
	1.d.
	Investigate project roles and responsibilities.

	
	1.e.
	Examine the impact of collaboration.

	
	1.f.
	Outline professional communication strategies.

	
	1.g.
	Examine leadership skills.

	
	1.h.
	Explore the International Institute of Business Analysts (IIBA).

	
	1.i.
	Explore skills of a Business Analyst - including understanding personality types, ethics, business etiquette, time management, stress management, analytical problem solving, establishing and maintaining workplace relationships, and teamwork.

	2.
	Investigate personal and professional communication skills of differing personality types.

	
	Assessment Strategies

	
	2.1.
	Self Assessment

	
	2.2.
	Reflection

	
	Criteria

	
	You will know you are successful when:

	
	2.1.
	You identify your personality type.

	
	2.2.
	You discuss best methods to use when communicating with different personality types.

	
	2.3.
	You identify your verbal cues.

	
	2.4.
	You identify your nonverbal cues.

	
	2.5.
	You explain barriers that you may have to communication.

	
	2.6.
	You explain how to remove barriers to communication.

	
	2.7.
	You identify methods you can use to check for understanding.

	
	Learning Objectives

	
	2.a.
	Examine various personality types.

	
	2.b.
	Analyze best methods for communicating with different personality types.

	
	2.c.
	Investigate verbal cues.

	
	2.d.
	Classify nonverbal cues that may support or contradict what is being said verbally.

	
	2.e.
	Explore listening best practices.

	
	2.f.
	Outline barriers to communication.

	
	2.g.
	Examine how to remove barriers to communication.

	
	2.h.
	Determine methods to check for understanding.

	3.
	Explore a good work ethic.

	
	Assessment Strategies

	
	3.1.
	Case Study

	
	Criteria

	
	You will know you are successful when:

	
	3.1.
	You explain the impact of a good work ethic in a professional environment.

	
	3.2.
	You examine how to adjust to promote ethical behavior.

	
	3.3.
	You recognize unethical behavior.

	
	Learning Objectives

	
	3.a.
	Examine the importance of having a good work ethic.

	
	3.b.
	Determine ethical vs. unethical behavior.

	
	3.c.
	Investigate how to handle situations ethically.

	4.
	Demonstrate business etiquette.

	
	Assessment Strategies

	
	4.1.
	Presentation

	
	Criteria

	
	You will know you are successful when:

	
	4.1.
	You wear professional business attire.

	
	4.2.
	Your appearance is professional.

	
	4.3.
	You present information in a style and tone consistent with the audience’s level of interest and level of understanding.

	
	4.4.
	You are energetic and enthusiastic; delivery holds audience attention.

	
	4.5.
	Your voice inflection, volume, and rate are appropriate for the content.

	
	4.6.
	Your nonverbal communication is consistent with your verbal message.

	
	4.7.
	Your main points are clear and concise.

	
	4.8.
	Your main points are well organized.

	
	Learning Objectives

	
	4.a.
	Identify the importance of first impressions in a business environment.

	
	4.b.
	Recognize the significance of professional appearance in the workplace.

	
	4.c.
	Describe the role of emotional intelligence in the workplace.

	5.
	Demonstrate the importance of time management.

	
	Assessment Strategies

	
	5.1.
	Reflection

	
	5.2.
	Oral Presentation

	
	Criteria

	
	You will know you are successful when:

	
	5.1.
	You identify current ways of spending time.

	
	5.2.
	You identify current values and commitments.

	
	5.3.
	You reflect on how to improve to better align time with goals.

	
	5.4.
	You reflect on the development of habits to achieve educational success.

	
	5.5.
	You define a plan for practicing good time management techniques.

	
	Learning Objectives

	
	5.a.
	Examine the ways you currently spend your time.

	
	5.b.
	Identify your current values and commitments.

	
	5.c.
	Investigate how to align time to meet goals.

	
	5.d.
	Explore ways to develop habits to achieve educational success.

	
	5.e.
	Outline good time management techniques.

	
	5.f.
	Explore options for developing a time management plan.

	6.
	Investigate stress management.

	
	Assessment Strategies

	
	6.1.
	Reflection

	
	6.2.
	Oral Presentation

	
	Criteria

	
	You will know you are successful when:

	
	6.1.
	You express what stress looks like and behaviors that manifest.

	
	6.2.
	You list 2 personal stressors.

	
	6.3.
	You list 2 personal workplace stressors.

	
	6.4.
	You determine personal best practices for managing stress and/or stress triggers.

	
	Learning Objectives

	
	6.a.
	Describe the physiological response to stress.

	
	6.b.
	Identify sources of personal and workplace stress.

	
	6.c.
	Discuss the role of change and uncertainty with regard to stress.

	
	6.d.
	Describe how stress triggers, experience, and expectations impact stress levels.

	
	6.e.
	Associate behavior patterns and stress.

	
	6.f.
	Classify best practices for stress management.

	7.
	Examine workplace relationships.

	
	Assessment Strategies

	
	7.1.
	Written Product

	
	Criteria

	
	You will know you are successful when:

	
	7.1.
	You summarize the root causes of conflict and techniques to avoid.

	
	7.2.
	You identify techniques to diffuse conflict.

	
	7.3.
	You examine the value of respect in workplace relationships.

	
	7.4.
	You examine benefits and challenges of working in groups.

	
	7.5.
	You investigate the significance of attitude and diplomacy.

	
	7.6.
	You explore components needed to build and maintain a highly effective team.

	
	7.7.
	You examine benefits of teamwork/collaboration.

	
	Learning Objectives

	
	7.a.
	Determine the root causes of conflict in the workplace.

	
	7.b.
	Explain the importance of deference and respect.

	
	7.c.
	Discuss the role of responsibility and accountability.

	
	7.d.
	Examine benefits and challenges of collaboration/teamwork.

	
	7.e.
	Investigate diversity and inclusivness in the workplace.

	
	7.f.
	Explore diverse talents and abilities of team members.

	
	7.g.
	Explore ways to cultivate empathy.

	8.
	Practice working in an effective team.

	
	Assessment Strategies

	
	8.1.
	Written Product

	
	Criteria

	
	You will know you are successful when:

	
	8.1.
	You address attendance and punctuality.

	
	8.2.
	You address participation in group work.

	
	8.3.
	You define the channels of communication in group work.

	
	8.4.
	You define respectful communication.

	
	8.5.
	You define the role of diversity in group work.

	
	8.6.
	You address the importance of attitude in group work.

	
	Learning Objectives

	
	8.a.
	Determine components needed to build and maintain a highly effective team.

	
	8.b.
	Describe project-based team collaboration.

	9.
	Explore analytical problem solving.

	
	Assessment Strategies

	
	9.1.
	Scenario Response

	
	9.2.
	Presentation

	
	Criteria

	
	You will know you are successful when:

	
	9.1.
	You describe how your background knowledge influences your analytical decision making.

	
	9.2.
	You identify 1 bias in the problem solving process.

	
	9.3.
	You identify 1 assumption in the problem solving process.

	
	9.4.
	You explain the impact of your decisions.

	
	Learning Objectives

	
	9.a.
	Examine the importance of analytical problem solving.

	
	9.b.
	Describe characteristics of analytical problem solving - critical, creative, and practical thinking.

	
	9.c.
	Describe how background knowledge influences analytical decision making.

	
	9.d.
	Recognize bias and assumptions in the problem solving process.

	
	9.e.
	Investigate the importance of information gathering.

	
	9.f.
	Examine the relevance of gathered information.

	
	9.g.
	Examine the impact of your decisions.

	Meta Data Tags:

	Business Analyst; requirements; solutioning; testing; training; implementation; leadership; teamwork; professional communication; time management; stress management; business etiquette; work ethic; workplace relationships; conflict diffusion; diversity; analytical problem solving


Course Learning Plans and Performance Assessment Tasks
Learning Plan 1 - The Role of a Business Analyst
Overview/Purpose
This learning plan is foundational to the Business Analyst Program.  Learners are provided with a holistic overview of the role of a Business Analyst by exploring the knowledge, skills, and abilities of Business Analysts.  Special emphasis will be given to investigating the growing need for Business Analysts.  
Target Competencies
	1.
	Explore the role of a Business Analyst.

	
	Assessment Strategies

	
	1.1.
	Reflection


Learning Activities
	1.
	Review the competency and learning objectives.

	2.
	Read the instructor prepared materials.

	3.
	Listen and/or Watch instructor's lecture on the role of a Business Analyst.

	4.
	Examine an instructor-prepared case study that provides an overview of the role of a Business Analyst.

	5.
	Find an article that explains the growing need for Business Analysts.

	6.
	Complete instructor-prepared quiz on Business Analyst vocabulary.

	7.
	Design a concept map of the knowledge, skills, and abilities of a Business Analyst.

	8.
	Participate in Discussion Board.  Research and identify 1 organization in your area that currently employs a Business Analyst or could potentially employ a Business Analyst in the future.  Provide a quick overview of the organization.  Explain why this organization has a Business Analyst  (or why/how this organization could potentially use a Business Analyst in the future).  See attached Discussion Board rubric to earn most points.

	
	Learning Materials

	
	Discussion Board Rubric
	GradingRubricDiscussionForums.docx

	9.
	Participate in Wiki - "About Me".  Share with the class information about you.  Feel free to include images, pictures, videos, etc.  See attached Wiki Rubric to earn most points.

	
	Learning Materials

	
	Wiki Rubric
	WikiRubric.docx


Assessment Activities
	1.
	SUBMIT Journal Entry - Business Analysts and You.  Reflect on the role of a Business Analyst.  What intrigues you about this role?  What do you find challenging about this role?  What aspects of the role of a Business Analyst seem a bit muddy?  See attached journal rubric to earn most points.

	
	Learning Materials

	
	Journal Rubric
	Journal Rubric.docx


2.	SUBMIT wiki and discussion board response for this learning plan
Learning Plan 2 - Understanding Differing Personalities and Communication Styles
Overview/Purpose
Business Analysts collaborate with diverse stakeholders and effective communication is key to this collaboration.  Understanding oneself, and understanding others, are important elements to the communication process.  This learning plan investigates personal and professional communication skills of differing personality types.  Learners will have an opportunity to begin a journey that highlights assessment of personality style, listening, and feedback.
Target Competencies
	1.
	Investigate personal and professional communication skills of differing personality types.

	
	Assessment Strategies

	
	1.1.
	Self Assessment

	
	1.2.
	Reflection


Learning Activities
	1.
	Review the competency and learning objectives.

	2.
	Read the instructor prepared materials.

	3.
	Listen and/or Watch instructor's lecture understanding differing personality types and communication styles.

	4.
	Design a mind map of your personality type.

	5.
	Participate in Discussion Board.  Post a summary of your personality type.  List 2 of your verbal cues, as well as 2 of your nonverbal cues.  Respond to 2 students posts by thinking about your personality type and their personality type.  How would you need to adjust your communication style to communicate with your classmate? See attached Discussion Board rubric to earn most points.

	
	Learning Materials

	
	Discussion Board Rubric
	GradingRubricDiscussionForums.docx

	6.
	Participate in instructor designed simulation on listening and feedback.  


Assessment Activities
	1.
	SUBMIT Written Assignment - Identifying Personality Types.  See attached for directions and rubric.

	
	Learning Materials

	
	Written Assignment - Identifying Personality Types
	Written Assignment- Identifying Personality Types.docx

	2.
	COMPLETE PAT 1 - Understanding Your Personality Type


3.	SUBMIT wiki and discussion board response for this learning plan
PAT 1 - Understanding Your Personality Type
Directions
::: Step 1 - Self Assessment - Personality Type Test :::
Take the instructor-prepared personality type test.  Keep a copy of the Personality Type Test Report.
 
::: Step 2 - Reflection :::
Reflect upon the results of your Self Assessment - Personality Type Test.  Write 2-3 pages on the following:
· What is your personality type?  Summarize what this means.
· Discuss best methods you can use when communicating with different personality types.
· What are your verbal cues?
· What are your nonverbal cues?
· Explain barriers that you may have to communication.
· Explain how to remove these barriers to communication.
· Identify methods that you can use to check for understanding.
Along with your 2-3 page reflection, please include the Personality Type Test Report.
Target Course Competencies
	1.
	Investigate personal and professional communication skills of differing personality types.


Scoring
Rating Scale
	Value
	Description

	5
	Consistently Exceeds Expectations.  Displays at all times, without exception, a consistently high level of skill.  All assignments/task are completed beyond the level of expectation.  Initiative and self-direction are characteristic.

	4
	Often Exceeds Expectations.  Displays a high level of skill, exceeding requirements in some areas, but not consistently or not without exception.

	3
	Meets Expectations.  Displays and maintains an effective and consistent level of skill.  Work output regularly achieves desired or required outcomes or expectations.  Problems or errors are reported and corrected quickly.

	2
	Some Improvement Needed.  Displays inconsistency in performance and frequently falls below acceptable levels.  Tasks may be significantly late at times or incomplete, with serious or potentially serious consequences.

	1
	Major Improvement Needed.  Output is consistently low, regularly fails to meet criterion, and error rate is high requiring repetition.

	0
	No evidence of meeting requirement.

	Met
	Fully or adequately met expectations.

	Not Met
	Partially met or failed to meet expectations.


Scoring Standard
A minimum of 3 must be earned on all criteria and must meet all met/not met criteria to demonstrate competency.

Scoring Guide
	
	Criteria
	Ratings

	1.
	::: Step 1 - Self Assessment - Personality Type Test :::
	

	2.
	You take the instructor-prepared Self Assessment - Personality Type Test.
	Met   Not Met

	3.
	You keep a copy of the Personality Type Test Report to turn in with the Reflection Paper.
	Met   Not Met

	4.
	::: Step 2 - Reflection :::
	

	5.
	You identify your personality type and summarize what it means to be this personality type.
	5  4  3  2  1  0

	6.
	You discuss best methods to use when communicating with different personality types.
	5  4  3  2  1  0

	7.
	You identify your verbal cues.
	5  4  3  2  1  0

	8.
	You identify your nonverbal cues.
	5  4  3  2  1  0

	9.
	You explain barriers that you may have to communication.
	5  4  3  2  1  0

	10.
	You explain how to remove barriers to communication.
	5  4  3  2  1  0

	11.
	You identify methods you can use to check for understanding.
	5  4  3  2  1  0

	12.
	Reflection is 2-3 pages.
	Met   Not Met

	13.
	Reflection shows evidence of logical critical thinking.
	Met   Not Met

	14.
	Reflection follows an effective organizational plan.
	Met   Not Met

	15.
	Reflection exhibits correct and appropriate grammar, punctuation, spelling, syntax, and word usage.
	Met   Not Met



Learning Plan 3 - Ethics and Etiquette
Overview/Purpose
This learning plan explores key elements of professionalism:  ethics and etiquette.  Learners will explore ethical and unethical behavior, as well as the importance of first impressions and recognizing the significance of professional appearance in the workplace.
Target Competencies
	1.
	Explore a good work ethic.

	
	Assessment Strategies

	
	1.1.
	Case Study

	2.
	Demonstrate business etiquette.

	
	Assessment Strategies

	
	2.1.
	Presentation


Learning Activities
	1.
	Review the competencies and learning objectives.

	2.
	Read the instructor prepared materials.

	3.
	Listen and/or Watch instructor's lecture on ethics and business etiquette.

	4.
	Examine instructor-prepared case study regarding ethics.

	5.
	Find an article on how to promote ethical behavior in the workplace.

	6.
	Participate in Wiki.   Find 1 picture that shows professional appearance and business attire.  Find 1 picture that shows unprofessional appearance and business attire.  Post both pictures to the wiki.  Explain what is professional/unprofessional and why.  See attached Wiki Rubric to earn most points.

	
	Learning Materials

	
	Wiki Rubric
	WikiRubric.docx

	7.
	Participate in Discussion Board.  Reflect on the best professional communicator you know.  What makes this person a fantastic communicator?  Identify a minimum of 2 qualities of professional communication used by this communicator.  Explain why these qualities are important.  See attached Discussion Board rubric to earn most points.

	
	Learning Materials

	
	Discussion Board Rubric
	GradingRubricDiscussionForums.docx

	8.
	Explore various virtual meeting tools.

	9.
	Identify the video camera and microphone of your electronic device.

	10.
	Participate in Wiki.   Considerations when communicating face-to-face vs. virtual meeting tools.  Add 1 consideration for communicating face-to-face, as well as 1 consideration for communicating via virtual meeting tool. See attached wiki rubric to earn most points.

	
	Learning Materials

	
	Wiki Rubric
	WikiRubric.docx

	11.
	Design a 1-2 minute video clip using your video camera and microphone.  Introduce yourself, and explain 1 idea from the article you found on how to promote ethical behavior in the workplace.  Keep in mind qualities of a good communicator, presenting via a virtual meeting tool, and professional appearance and business attire.  See attached rubric to earn most points.

	
	Learning Materials

	
	Promoting Ethics in the Workplace - Video
	Promoting Ethics in the Workplace - Video.docx


Assessment Activities
	1.
	COMPLETE PAT 2 - Ethical and Unethical Behavior

	2.
	SUBMIT Journal Entry.  Think of a time when you had a negative first impression of a person.  Summarize the situation.  Reflect on what this person could have done differently to create a positive first impression with you.  See attached journal rubric for how to earn most points.

	
	Learning Materials

	
	Journal Rubric
	Journal Rubric.docx


3. SUBMIT Video clip assignment. 
	Learning Materials

	Promoting Ethics in the Workplace - Video
	Promoting Ethics in the Workplace - Video.docx


4.	SUBMIT wikis and discussion board responses for this learning plan
PAT 2 - Ethical and Unethical Behavior
Directions
Read the instructor-prepared case study, and write 1-2 pages on the following:
· Summarize the case study.
· Explain the impact of a good work ethic in a professional environment.
· Recognize the unethical behavior in the case study.
· Examine how to adjust to promote ethical behavior.

Target Course Competencies
	1.
	Explore a good work ethic.


Scoring
Rating Scale
	Value
	Description

	5
	Consistently Exceeds Expectations.  Displays at all times, without exception, a consistently high level of skill.  All assignments/task are completed beyond the level of expectation.  Initiative and self-direction are characteristic.

	4
	Often Exceeds Expectations.  Displays a high level of skill, exceeding requirements in some areas, but not consistently or not without exception.

	3
	Meets Expectations.  Displays and maintains an effective and consistent level of skill.  Work output regularly achieves desired or required outcomes or expectations.  Problems or errors are reported and corrected quickly.

	2
	Some Improvement Needed.  Displays inconsistency in performance and frequently falls below acceptable levels.  Tasks may be significantly late at times or incomplete, with serious or potentially serious consequences.

	1
	Major Improvement Needed.  Output is consistently low, regularly fails to meet criterion, and error rate is high requiring repetition.

	0
	No evidence of meeting requirement.

	Met
	Fully or adequately met expectations.

	Not Met
	Partially met or failed to meet expectations.


Scoring Standard
A minimum of 3 must be earned on all criteria and must meet all met/not met criteria to demonstrate competency.

Scoring Guide
	
	Criteria
	Ratings

	1.
	You summarize the case study.
	5  4  3  2  1  0

	2.
	You explain the impact of a good work ethic in a professional environment.
	5  4  3  2  1  0

	3.
	You recognize unethical behavior in the case study.
	5  4  3  2  1  0

	4.
	You examine how to adjust to promote ethical behavior.
	5  4  3  2  1  0

	5.
	Written product is 1-2 pages.
	Met   Not Met

	6.
	Written product shows evidence of logical critical thinking.
	Met   Not Met

	7.
	Written product follows an effective organizational plan.
	Met   Not Met

	8.
	Written product exhibits correct and appropriate grammar, punctuation, spelling, syntax, and word usage.
	Met   Not Met



Learning Plan 4 - Time Management and Stress Management
Overview/Purpose
We all have 24 hours in a day.  The way we spend our time reflects our values.  Balancing work priorities and life priorities is a true art.  This learning plan highlights the essential elements of time management and stress management.  Special emphasis will be given to self-discovery, and best practices for managing time and stress.
Target Competencies
	1.
	Demonstrate the importance of time management.

	
	Assessment Strategies

	
	1.1.
	Reflection

	
	1.2.
	Oral Presentation

	2.
	Investigate stress management.

	
	Assessment Strategies

	
	2.1.
	Reflection

	
	2.2.
	Oral Presentation


Learning Activities
	1.
	Review the competencies and learning objectives.

	2.
	Read the instructor prepared materials.

	3.
	Listen and/or Watch instructor's lecture on time management and stress management.

	4.
	Explore various time tracking methods/software.

	5.
	Participate in Discussion Board.  Identify 2 time management techniques that you currently use.  How do these techniques work and why are they effective?  See attached Discussion Board rubric to earn most points.

	
	Learning Materials

	
	Discussion Board Rubric
	GradingRubricDiscussionForums.docx

	6.
	Participate in instructor designed simulation on stress.

	7.
	Participate in Wiki.  Post 2 best practices for stress management. Explain how/why these best practices are effective.   Feel free to include images/pictures/videos with your post.  See attached Wiki Rubric to earn most points.

	
	Learning Materials

	
	Wiki Rubric
	WikiRubric.docx

	8.
	Participate in an instructor-led virtual meeting tool session.


Assessment Activities
	1.
	COMPLETE PAT 3 - Time Management and Stress Management

	2.
	SUBMIT Journal Entry - Stress.  Think of a stressful time in your life.  Summarize what happened.  Reflect on time management and stress management techniques.  What adjustments could have been made to lessen the stress of this situation?  See attached journal rubric to earn most points.

	
	Learning Materials

	 
	Journal Rubric
.
	Journal Rubric.docx



	3.
	SUBMIT wiki and discussion board response for this learning plan



PAT 3 - Time Management and Stress Management
Directions
::: Step 1 - Track Activities and Reflect :::
 
For one week, track all activities including shopping, working, commuting, studying, and recreation.  Organize this information in a way that makes sense to you. 
 
Reflect on the results of how you spend your time, and consider the following:
· Summarize how you spend your time.
· Based on the results, what are you current commitments and values?
· What does stress look like to you, and how does stress manifest itself through you?
· List 2 of your personal stressors.
· List 2 workplace stressors.
· What could potentially be adjusted to better align your time with your goals?
· Identify 2 possible habits that could be developed to help you achieve educational success.
· Outline a plan to practice good time management.
· Outline a plan for managing stress that aligns with your new time management plan.
::: Step 2 - Oral Presentation with a Peer :::
Conduct a virtual meeting with a peer.   One peer is the "interviewer".  One peer is the "interviewee".  The interviewer will ask questions to the interviewee based on the reflection in Step 1.  The interviewer will asses the interviewee on content from the reflection, as well as business etiquette using the Scoring Guide Rubric.  After the interview is complete, the roles switch, and the interviewer becomes the interviewee, and the interviewee becomes the interviewer.  Interviews will be 15 minutes or less, with a total oral presentation time of 30 minutes or less.  Both Scoring Guide rubrics will be turned in to the instructor.
 

Target Course Competencies
	1.
	Demonstrate the importance of time management.

	2
3..
	Investigate stress management.
Demonstrate business etiquette.


Scoring
Rating Scale
	Value
	Description

	5
	Consistently Exceeds Expectations.  Displays at all times, without exception, a consistently high level of skill.  All assignments/task are completed beyond the level of expectation.  Initiative and self-direction are characteristic.

	4
	Often Exceeds Expectations.  Displays a high level of skill, exceeding requirements in some areas, but not consistently or not without exception.

	3
	Meets Expectations.  Displays and maintains an effective and consistent level of skill.  Work output regularly achieves desired or required outcomes or expectations.  Problems or errors are reported and corrected quickly.

	2
	Some Improvement Needed.  Displays inconsistency in performance and frequently falls below acceptable levels.  Tasks may be significantly late at times or incomplete, with serious or potentially serious consequences.

	1
	Major Improvement Needed.  Output is consistently low, regularly fails to meet criterion, and error rate is high requiring repetition.

	0
	No evidence of meeting requirement.

	Met
	Fully or adequately met expectations.

	Not Met
	Partially met or failed to meet expectations.


Scoring Standard
A minimum of 3 must be earned on all criteria and must meet all met/not met criteria to demonstrate competency.

Scoring Guide
	
	Criteria
	Ratings

	1.
	::: Content of Oral Presentation :::
	

	2.
	You summarize how you spend your time.
	5  4  3  2  1  0

	3.
	You identify your current commitments and values.
	5  4  3  2  1  0

	4.
	You explain what stress looks like to you.
	5  4  3  2  1  0

	5.
	You explain how stress manifests in you.
	5  4  3  2  1  0

	6.
	You list 2 personal stressors.
	5  4  3  2  1  0

	7.
	You list 2 workplace stressors.
	5  4  3  2  1  0

	8.
	You identify what could potentially be adjusted to better align your time with your goals.
	5  4  3  2  1  0

	9.
	You identify 2 possible habits that could be developed to help you achieve educational success.
	5  4  3  2  1  0

	10.
	You outline a plan to practice good time management.
	5  4  3  2  1  0

	11.
	You outline a plan to manage stress that aligns with your time management plan.
	5  4  3  2  1  0

	12.
	::: Business Etiquette :::
	

	13.
	You wear professional business attire.
	Met   Not Met

	14.
	Your appearance is professional.
	Met   Not Met

	15.
	Delivery holds audience attention; you are energetic and enthusiastic.
	Met   Not Met

	16.
	Your voice inflection, volume, and rate are appropriate for the content.
	Met   Not Met

	17.
	Your nonverbal communication is consistent with your verbal message.
	Met   Not Met

	18.
	You present information in a style and tone consistent with the audience’s level of interest and level of understanding.
	Met   Not Met

	19.
	Your main points are clear and concise.
	Met   Not Met

	20.
	Your main points are well organized. 
	Met   Not Met

	21.
	Interview is 15 minutes or less.
	Met   Not Met

	22.
	The virtual meeting tool screen shows your mid-torso to the top of your head.
	Met   Not Met

	23.
	You consider the distance of your face/body to the video camera and microphone.
	Met   Not Met



Learning Plan 5 - Analytical Problem Solving
Overview/Purpose
Decisions have an impact on multiple aspects of our lives, and the lives of others.  Analytical problem solving assists with making sound decisions.  This learning plan explores the importance of analytical problem solving and highlights critical thinking, creative thinking, and practical thinking. Special emphasis is given to reflecting on personal bias, assumptions, and perceptions, and the effect these elements have on the problem solving process.
Target Competencies
	1.
	Explore analytical problem solving.

	
	Assessment Strategies

	
	1.1.
	Scenario Response

	
	1.2.
	Presentation


Learning Activities
	1.
	Review the competency and learning objectives.

	2.
	Read the instructor prepared materials.

	3.
	Listen and/or Watch instructor's lecture on analytical problem solving.

	4.
	Explore the value of critical thinking, creative thinking, and practical thinking.

	5.
	Participate in instructor designed activity on perception, bias, and assumptions.

	6.
	Investigate ways to gather information.

	7.
	Participate in instructor designed case study on analytical problem solving.

	8.
	Participate in Discussion Board.  Think of a "big decision" you have made in your life.  Summarize this "big decision".  What process/types of thinking did you use to reach your decision?  Explain the impact of this decision on other aspects of your life.   See attached Discussion Board rubric to earn most points.

	
	Learning Materials

	
	Discussion Board Rubric
	GradingRubricDiscussionForums.docx


Assessment Activities
	1.
	COMPLETE PAT 4 - Explaining Analytical Problem Solving and Using Business Etiquette



[bookmark: _GoBack]2.	SUBMIT discussion board response for this learning plan
PAT 4 - Explaining Analytical Problem Solving and Using Business Etiquette
Directions
::: Step 1 - Scenario Response :::
 
Read the instructor-prepared scenario regarding analytical problem solving.  Summarize your response to the scenario and also include information on the following:
· Describe how your background knowledge influenced your analytical decision making.
· Identify 1 bias in the problem solving process.
· Identify 1 assumption in the problem solving process.
· Explain the impact of your decisions.
::: Step 2 - Presentation :::
 
Create a 5-7 minute video presentation using a virtual meeting tool on the results from Step 1 (Summary of your response to the scenario and other included information).  The purpose of creating a video to explain your response to the scenario is to also practice business etiquette.  The video should show you from your mid-torso to the top of your head.  Keep in mind the distance of your body/face to the video camera and microphone.  Your video will be considered successful when you adhere to the following guidelines:
· You wear professional business attire.
· Your appearance is professional.
· Delivery holds audience attention; you are energetic and enthusiastic.
· Your voice inflection, volume, and rate are appropriate for the content.
· Your nonverbal communication is consistent with your verbal message.
· You present information in a style and tone consistent with the audience’s level of interest and level of understanding.
· Your main points are clear and concise.
· Your main points are well organized.
 

Target Course Competencies
	1.
2.
	Explore analytical problem solving.
Demonstrate business etiquette.


Scoring
Rating Scale
	Value
	Description

	5
	Consistently Exceeds Expectations.  Displays at all times, without exception, a consistently high level of skill.  All assignments/task are completed beyond the level of expectation.  Initiative and self-direction are characteristic.

	4
	Often Exceeds Expectations.  Displays a high level of skill, exceeding requirements in some areas, but not consistently or not without exception.

	3
	Meets Expectations.  Displays and maintains an effective and consistent level of skill.  Work output regularly achieves desired or required outcomes or expectations.  Problems or errors are reported and corrected quickly.

	2
	Some Improvement Needed.  Displays inconsistency in performance and frequently falls below acceptable levels.  Tasks may be significantly late at times or incomplete, with serious or potentially serious consequences.

	1
	Major Improvement Needed.  Output is consistently low, regularly fails to meet criterion, and error rate is high requiring repetition.

	0
	No evidence of meeting requirement.

	Met
	Fully or adequately met expectations.

	Not Met
	Partially met or failed to meet expectations.


Scoring Standard
A minimum of 3 must be earned on all criteria and must meet all met/not met criteria to demonstrate competency.

Scoring Guide
	
	Criteria
	Ratings

	1.
	::: Content of Presentation :::
	

	2.
	You summarize your response to the scenario.
	5  4  3  2  1

	3.
	You describe how your background knowledge influences your analytical decision making.
	5  4  3  2  1

	4.
	You identify 1 bias in the problem solving process.
	5  4  3  2  1

	5.
	You identify 1 assumption in the problem solving process.
	5  4  3  2  1

	6.
	You explain the impact of your decisions.
	5  4  3  2  1

	7.
	::: Presentation Style and Format :::
	

	8.
	Your presentation is 5-7 minutes.
	Met   Not Met

	9.
	The video shows your mid-torso to the top of your head.
	Met   Not Met

	10.
	The video considers the distance of your face/body to the video camera and microphone.
	Met   Not Met

	11.
	You wear professional business attire.
	Met   Not Met

	12.
	Your appearance is professional.
	Met   Not Met

	13.
	Delivery holds audience attention; you are energetic and enthusiastic.
	Met   Not Met

	14.
	Your voice inflection, volume, and rate are appropriate for the content.
	Met   Not Met

	15.
	Your nonverbal communication is consistent with your verbal message.
	Met   Not Met

	16.
	You present information in a style and tone consistent with the audience’s level of interest and level of understanding.
	Met   Not Met

	17.
	Your main points are clear and concise.
	Met   Not Met

	18.
	Your main points are well organized.
	Met   Not Met



Learning Plan 6 - The Dynamics of Relationships and Teamwork
Overview/Purpose
Harmony exists in workplaces that value relationship building.  Teamwork flourishes when respect reigns supreme.  This learning plan examines components of effective workplace relationships and essential elements of an effective team.  Special emphasis is placed on values of teamwork and relationship building as well as practical strategies to effective teamwork.
Target Competencies
	1.
	Examine workplace relationships.

	
	Assessment Strategies

	
	1.1.
	Written Product

	2.
	Practice working in an effective team.

	
	Assessment Strategies

	
	2.1.
	Written Product


Learning Activities
	1.
	Review the competencies and learning objectives.

	2.
	Read the instructor prepared materials.

	3.
	Listen and/or Watch instructor's lecture on the dynamics of relationships and teamwork.

	4.
	Find an article that emphasizes essential elements of effective teamwork.

	5.
	Participate in Discussion Board.  List 3 benefits and 3 challenges to effective teamwork.  See attached Discussion Board rubric to earn most points.

	
	Learning Materials

	
	Discussion Board Rubric
	GradingRubricDiscussionForums.docx

	6.
	Find information on how to conduct a team meeting.

	7.
	Participate in instructor designed simulation regarding team meetings that includes scheduling meetings for multiple people with differing schedules, communication, diplomacy, and assigning roles.

	8.
	Participate in Wiki.   There are 2 columns:  Root Causes of Conflict and Techniques to Diffuse Conflict.  Research and find 1 item to enter under each column.  Explain what you found, and why it is relevant.  Feel free to include images/graphics/videos/etc.  See attached Wiki Rubric to earn most points.

	
	Learning Materials

	
	Wiki Rubric
	WikiRubric.docx

	9.
	Examine diversity/inclusiveness, respect, and how to cultivate empathy.


Assessment Activities
	1.
	COMPLETE PAT 5 - Developing Team Expectations

	2.
	COMPLETE PAT 6 - Using Teamwork to Examine Workplace Relationships

	3.
	COMPLETE PAT 7 - The Role of a Business Analyst and You


4.	SUBMIT wiki and discussion board response for this learning plan
PAT 5 - Developing Team Expectations
Directions
Your team has been assigned to complete a project.  Prior to starting the project, as a team, discuss elements of effective teamwork, and decide on expectations for your team.  Use these expectations to develop a scoring rubric.  This scoring rubric will be used at the end of the project for each teammate to self asses, as well as for each teammate to provide an assessment for each team member.  
 
The scoring rubric should be 1-2 pages, and include expectations related to the following elements of effective teamwork:
· You address attendance.
· You address punctuality.
· You address participation in group work.
· You define the channels of communication for group work.
· You define respectful communication.
· You define the role of diversity in group work.
· You address the importance of attitude in group work.
Other expectations may also be included depending on the needs/wants of the team.  
 

Target Course Competencies
	1.
	Practice working in an effective team.


Scoring
Rating Scale
	Value
	Description

	5
	Consistently Exceeds Expectations.  Displays at all times, without exception, a consistently high level of skill.  All assignments/task are completed beyond the level of expectation.  Initiative and self-direction are characteristic.

	4
	Often Exceeds Expectations.  Displays a high level of skill, exceeding requirements in some areas, but not consistently or not without exception.

	3
	Meets Expectations.  Displays and maintains an effective and consistent level of skill.  Work output regularly achieves desired or required outcomes or expectations.  Problems or errors are reported and corrected quickly.

	2
	Some Improvement Needed.  Displays inconsistency in performance and frequently falls below acceptable levels.  Tasks may be significantly late at times or incomplete, with serious or potentially serious consequences.

	1
	Major Improvement Needed.  Output is consistently low, regularly fails to meet criterion, and error rate is high requiring repetition.

	0
	No evidence of meeting requirement.

	Met
	Fully or adequately met expectations.

	Not Met
	Partially met or failed to meet expectations.


Scoring Standard
A minimum of 3 must be earned on all criteria and must meet all met/not met criteria to demonstrate competency.

Scoring Guide
	
	Criteria
	Ratings

	1.
	You address attendance.
	5  4  3  2  1  0

	2.
	You address punctuality.
	5  4  3  2  1  0

	3.
	You address participation in group work.
	5  4  3  2  1  0

	4.
	You define channels of communication for group work.
	5  4  3  2  1  0

	5.
	You define respectful communication.
	5  4  3  2  1  0

	6.
	You define the role of diversity in group work.
	5  4  3  2  1  0

	7.
	You address the importance of attitude in group work.
	5  4  3  2  1  0

	8.
	You include additional expectations if there is a need/want.
	5  4  3  2  1  0

	9.
	The scoring rubric is 1-2 pages.
	Met   Not Met

	10.
	The scoring rubric shows evidence of logical critical thinking.
	Met   Not Met

	11.
	The scoring rubric follows an effective organizational plan.
	Met   Not Met

	12.
	The scoring rubric exhibits correct and appropriate grammar, punctuation, spelling, syntax, and word usage.
	Met   Not Met



PAT 6 - Using Teamwork to Examine Workplace Relationships
Directions
As a team, discuss the following topics regarding workplace relationships.  Examine how these topics relate to your team specifically.  Compile your team's thoughts in a 3-4 page written product.
 
The written product should reference:
· Summarize the root causes of conflict in workplace relationships and techniques to avoid conflict.
· Identify techniques to diffuse conflict.
· Examine the value of respect in workplace relationships.
· Examine benefits and challenges of working in groups.
· Investigate the significance of attitude and diplomacy.
· Explore components needed to build and maintain a highly effective team.
· Examine benefits of teamwork/collaboration.

Target Course Competencies
	1.
	Examine workplace relationships.


Scoring
Rating Scale
	Value
	Description

	5
	Consistently Exceeds Expectations.  Displays at all times, without exception, a consistently high level of skill.  All assignments/task are completed beyond the level of expectation.  Initiative and self-direction are characteristic.

	4
	Often Exceeds Expectations.  Displays a high level of skill, exceeding requirements in some areas, but not consistently or not without exception.

	3
	Meets Expectations.  Displays and maintains an effective and consistent level of skill.  Work output regularly achieves desired or required outcomes or expectations.  Problems or errors are reported and corrected quickly.

	2
	Some Improvement Needed.  Displays inconsistency in performance and frequently falls below acceptable levels.  Tasks may be significantly late at times or incomplete, with serious or potentially serious consequences.

	1
	Major Improvement Needed.  Output is consistently low, regularly fails to meet criterion, and error rate is high requiring repetition.

	0
	No evidence of meeting requirement.

	Met
	Fully or adequately met expectations.

	Not Met
	Partially met or failed to meet expectations.


Scoring Standard
A minimum of 3 must be earned on all criteria and must meet all met/not met criteria to demonstrate competency.

Scoring Guide
	
	Criteria
	Ratings

	1.
	You summarize the root causes of conflict in workplace relationships.
	5  4  3  2  1  0

	2.
	You list techniques to avoid conflict.
	5  4  3  2  1  0

	3.
	You identify techniques to diffuse conflict.
	5  4  3  2  1  0

	4.
	You examine the value of respect in workplace relationships.
	5  4  3  2  1  0

	5.
	You examine benefits and challenges of working in groups.
	5  4  3  2  1  0

	6.
	You investigate the significance of attitude and diplomacy.
	5  4  3  2  1  0

	7.
	You explore components needed to build and maintain a highly effective team.
	5  4  3  2  1  0

	8.
	You examine benefits of teamwork/collaboration.
	5  4  3  2  1  0

	9.
	Written product is 3-4 pages.
	Met   Not Met

	10.
	Written product shows evidence of logical critical thinking.
	Met   Not Met

	11.
	Written product follows an effective organizational plan.
	Met   Not Met

	12.
	Written product exhibits correct and appropriate grammar, punctuation, spelling, syntax, and word usage.
	Met   Not Met



PAT 7 - The Role of a Business Analyst and You
Directions
After completing the course, reflect on what you have learned about yourself, and how this aligns with the role of a Business Analyst.  Write 5-7 pages on the following:
· You define why a Business Analyst is needed.
· You explain why the need of Business Analysts is growing.
· You identify your personality type strengths in regards to the role of a Business Analyst.
· You identify opportunities for growth in regards to your personality type and the role of a Business Analyst.
· You identify your ethics strengths in regards to the role of a Business Analyst.
· You identify opportunities for growth in regards to your ethics and the role of a Business Analyst.
· You identify your business etiquette strengths in regards to the role of a Business Analyst.
· You identify opportunities for growth in regards to your business etiquette and the role of a Business Analyst.
· You identify your time management strengths in regards to the role of a Business Analyst.
· You identify opportunities for growth in regards to your time management skills and the role of a Business Analyst.
· You identify your stress management strengths in regards to the role of a Business Analyst.
· You identify opportunities for growth in regards to your stress management skills and the role of a Business Analyst.
· You identify your analytical problem solving strengths in regards to the role of a Business Analyst.
· You identify opportunities for growth in regards to your analytical problem solving and the role of a Business Analyst.
· You identify your workplace relationship strengths in regards to the role of a Business Analyst.
· You identify opportunities for growth in regards to your workplace relationship skills and the role of a Business Analyst.
· You identify your teamwork strengths in regards to the role of a Business Analyst.
· You identify opportunities for growth in regards to your teamwork skills and the role of a Business Analyst.
· 

Target Course Competencies
	1.
	Explore the role of a Business Analyst.


Scoring
Rating Scale
	Value
	Description

	5
	Consistently Exceeds Expectations.  Displays at all times, without exception, a consistently high level of skill.  All assignments/task are completed beyond the level of expectation.  Initiative and self-direction are characteristic.

	4
	Often Exceeds Expectations.  Displays a high level of skill, exceeding requirements in some areas, but not consistently or not without exception.

	3
	Meets Expectations.  Displays and maintains an effective and consistent level of skill.  Work output regularly achieves desired or required outcomes or expectations.  Problems or errors are reported and corrected quickly.

	2
	Some Improvement Needed.  Displays inconsistency in performance and frequently falls below acceptable levels.  Tasks may be significantly late at times or incomplete, with serious or potentially serious consequences.

	1
	Major Improvement Needed.  Output is consistently low, regularly fails to meet criterion, and error rate is high requiring repetition.

	0
	No evidence of meeting requirement.

	Met
	Fully or adequately met expectations.

	Not Met
	Partially met or failed to meet expectations.


Scoring Standard
A minimum of 3 must be earned on all criteria and must meet all met/not met criteria to demonstrate competency.

Scoring Guide
	
	Criteria
	Ratings

	1.
	You define why a Business Analyst is needed.
	5  4  3  2  1  0

	2.
	You explain why the need of Business Analysts is growing.
	5  4  3  2  1  0

	3.
	You identify your personality type strengths in regards to the role of a Business Analyst.
	5  4  3  2  1  0

	4.
	You identify opportunities for growth in regards to your personality type and the role of a Business Analyst.
	5  4  3  2  1  0

	5.
	You identify your ethics strengths in regards to the role of a Business Analyst.
	5  4  3  2  1  0

	6.
	You identify opportunities for growth in regards to your ethics and the role of a Business Analyst.
	5  4  3  2  1  0

	7.
	You identify your business etiquette strengths in regards to the role of a Business Analyst.
	5  4  3  2  1  0

	8.
	You identify opportunities for growth in regards to your business etiquette and the role of a Business Analyst.
	5  4  3  2  1  0

	9.
	You identify your time management strengths in regards to the role of a Business Analyst.
	5  4  3  2  1  0

	10.
	You identify opportunities for growth in regards to your time management skills and the role of a Business Analyst.
	5  4  3  2  1  0

	11.
	You identify your stress management strengths in regards to the role of a Business Analyst.
	5  4  3  2  1  0

	12.
	You identify opportunities for growth in regards to your stress management skills and the role of a Business Analyst.
	5  4  3  2  1  0

	13.
	You identify your analytical problem solving strengths in regards to the role of a Business Analyst.
	5  4  3  2  1  0

	14.
	You identify opportunities for growth in regards to your analytical problem solving and the role of a Business Analyst.
	5  4  3  2  1  0

	15.
	You identify your workplace relationship strengths in regards to the role of a Business Analyst.
	5  4  3  2  1  0

	16.
	You identify opportunities for growth in regards to your workplace relationship skills and the role of a Business Analyst.
	5  4  3  2  1  0

	17.
	You identify your teamwork strengths in regards to the role of a Business Analyst.
	5  4  3  2  1  0

	18.
	You identify opportunities for growth in regards to your teamwork skills and the role of a Business Analyst. 
	5  4  3  2  1  0

	19.
	Reflection is 5-7 pages.
	Met   Not Met

	20.
	Reflection shows evidence of logical critical thinking.
	Met   Not Met

	21.
	Reflection follows an effective organizational plan.
	Met   Not Met

	22.
	Reflection exhibits correct and appropriate grammar, punctuation, spelling, syntax, and word usage.
	Met   Not Met
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