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Course Description 
This course provides an introduction to the skills, process and modeling techniques which are necessary to gather 
requirements from the business customer and document the requirements for the IT development team.  Lecture and a case 
study will be used to provide students an opportunity to create the necessary set of deliverables to accomplish their analyst 
functions.  This course is modeled after the IIBA Version 1 Business Analyst Book of Knowledge(BABOK).  Workshops will be 
done in teams based on a written case study. 
 
The later courses in the curriculum will provide additional levels of details and practice with the skills, processes, modeling 
and documentation techniques presented in this course. 

Delivery Details 3 days,  21 hours,  8:30 am - 4:30 pm 

 

Content 

·  Introduction to IIBA and BABOK 
·  Background of Business Analyst Role 
·  BABOK Knowledge Areas 
·  Enterprise Analysis 
·  Requirements Planning and Management 
·  Requirements Elicitation and Communication 
·  Requirement Analysis and Documentation 
·  Solution Assessment and Validation 

·  Project & Generic Life Cycle 
·  Risks and Risk Management 
·  Prototypes 
·  Verifying Project Scope and Objectives 
·  Functional & Non Functional Requirements 
·  Use Case Model 
·  Information Requirements 
·  Workflow Process Model 
·    

Learning Outcomes – After completing this class participants will: 

·  Describe when to use each of the several modeling techniques 
·  Validate a project’s scope and objectives 
·  Identify the components of information, functional and non-functional requirements 
·  Describe the types and benefits of several discovery techniques 
·  Use appropriate modeling techniques to gather business requirements (Use Case and Workflow process) 

 
 
Methodology 

·  Facilitator led discussion 
·  Small group exercises, case studies and discussion 

 

Materials – Each participant will receive a comprehensive set of handouts and materials. 

 

Pre-requisites 

·  High School Graduate or GED.   
·  At least two years experience in the IFS industry, preferably in an IT role. 
·  Newly hired Business Analyst within an Insurance and Financial Services company or recently moved into Business 

Analyst role from within an IFS company. 
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Course Description 
This course provides the skills and templates needed to produce Business Specifications. Starting with a discovery session 
specifications will be captured, recorded, refined and entered into a generic set of templates.  This is a skills acquisition 
course which will focus on listening and writing skills in order to accurately capture requirements. 
 

Delivery Details 2 days, 14 hours, 8:30 am -4:30 pm 
 
Content 
·  Goals and Pitfalls of Requirements Documentation 
·  Roles of Scribe and Interviewer 
·  How to Listen, note taking and non-verbal cues 
·  Discovery Information 
·  Types of Sessions  
·  Preparing for a Session 
 

·  Role Clarification between Documenter and 
Facilitator 

·  Transcribing 
·  Document Use Case, Table, VISIO and Context 

Diagram 
·  Preparation of Specifications for Presentation 

 
Learning Outcomes – After completing this course, participants will: 

·  Relate  a generic template to one used by their own company 
·  Collate the results of a facilitated session into templates 
·  Identify important aspects of a scribe 
·  Serve as a scribe within a facilitated session 
·  Document while interviewing  
·  Prepare for a session or meeting from the point of view of a scribe 
·  Coordinate with  the various roles within a facilitated session 
·  Refine functional and informational requirements 
·  Prepare documents for review 

 
Methodology 

·  Facilitator led discussion and small group work.  Participants will be engaged in the actual process using case studies 
and practice sessions. 

 
Materials – Each participant will receive a comprehensive set of handouts and materials. 
 
Pre-Requisites 

·  High School Graduate or GED.   
·  At least two years experience in the IFS industry, preferably in an IT role. 
·  Newly hired Business Analyst within an Insurance and Financial Services company or recently moved into Business 

Analyst role from within an IFS company 
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Course Description 
This course provides the skills and process to elicit requirements during a discovery session or interview. Each student will 
have an opportunity to practice the techniques presented in the class. 

Delivery Details 2 days, 14 hours, 8:30 am – 4: 30 pm 
 
Content 
 

·  Requirements Elicitation 
o Brainstorming 
o Document Analysis 
o Focus Groups 
o Interface Analysis 
o Interviews 
o Observation 
o Prototyping 
o Requirements Workshop 
o Reverse Engineering 
o Survey/Questionnaire 
 

 
 
·  Session Facilitation 
·  Deliverables 
·  Input to Session 
·  Room Logistics 
·  Session Agenda 
·  Structure of Activities 
·  Types of Questions 
·  Group Dynamics 

o Questioning & Listening 
o Reflection 
o Engaging Participants 
o Maintaining control  over session 

 
Learning Outcomes – After completing this course, participants will: 

·  Describe the elements needed for a successful facilitation session 
·  List various ways to keep a session moving ahead and on target 
·  Demonstrate the ability to elicit and record project scope, functional and informational requirements. 
·  Clearly communicate the results of the facilitated session. 

 

Methodology 

·  Facilitator led discussion and small group work.  Participants will be engaged in the actual process using case studies 
and practice sessions. 

 
Materials 

Each participant will receive a comprehensive set of handouts and materials. 
 

Pre-requisites 

·  High School Graduate or GED. Math and English at the 12th Grade level 
·  One Year of Work Experience in the Financial Services Industry recommended 
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Course Description   
This course provides the skills to conduct a JAD Session which provides for accelerated requirements gathering.  Students 
will have an in-depth opportunity to practice facilitation, communication and documentation. 

Delivery Details   3 days, 21 hours, 8:30 am – 4:30 pm 
 

 
Content 

·  What is JAD 
·  JAD Role within the project life cycle 
·  Overview of Approach 
·  Facilitation and role of participant 
·  Flow and process of a JAD session 
·  Project Management 

 
 
Learning Outcomes – After completing this course, participants will be able to: 

·  JAD©s role in Project Life Cycle 
·  Prepare and conduct a JAD session 
·  Use appropriate modeling and diagramming techniques 
·  Dealing with conflict and consensus resolution 
·  Produce deliverables for validation and review 
·  Apply project management techniques to JAD project 

 
 
Methodology  

·  Facilitator led discussion and small group work.  Participants will be engaged in the actual process using case studies 
and practice sessions. 

 

 
Materials – Each participant will receive a comprehensive set of handouts and materials. 
 
 

 
Pre- Requisites  

·  High School Graduate or GED.   
·  At least two years experience in the IFS industry, preferably in an IT role. 
·  Newly hired Business Analyst within an Insurance and Financial Services company or recently moved into Business 

Analyst role from within an IFS company 
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