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Your Personalized Weekly Tracker for Skills, Projects, Resume & Outreach 

What’s inside: 

 Weekly action checklists (Skills, Projects, Resume, LinkedIn) 

 Progress tracker template (editable Google Sheet) 

 Outreach script samples (LinkedIn DMs, emails) 

 Daily journal prompts to maintain momentum 

➡ Perfect for those who need structure and accountability. 
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ล SECTION 1: Welcome Note 

From Learning to Landing 

Welcome to the 90-Day Job Prep Planner for Data Analysts 

Hey there, 

First off, I’m genuinely glad you’re here. If you're holding this planner, it means you're ready to 

stop scrolling job boards and start preparing with intention. That’s a big step — and it deserves 

to be acknowledged. 

Let me tell you something I’ve learned after guiding thousands of data aspirants: 

You’re not missing talent. You’re missing a plan. 

I created this planner for people like you — smart, motivated, and stuck in what I call “learning 

loops.” Watching videos. Collecting courses. Downloading eBooks. But not landing interviews. 

This 90-day roadmap is here to change that. 

No fluff. No hype. Just clear, weekly goals and small, daily actions. 

Because here’s the truth: 

You don’t need to study 6 hours a day. 

You just need 1 focused hour — every day, for the next 90 days. 

This is your transition guide — from “course collector” to “confident candidate.” 

From passive learning to active prep. 

From overwhelmed to interview-ready. 

You already have what it takes. Let’s just give it structure. 

Let’s begin. 

Rajesh Tewari 
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ೱ WHO IS THIS FOR? 

 Final-year students or fresh graduates in data-related fields 

 Early career professionals aiming to switch to data analytics 

 Job seekers feeling stuck or overwhelmed with where to start 

�  WHAT YOU GET? (Core Components): 

1. A Week-by-Week Planner (12-Week Timeline): 

Each week includes: 

 Theme of the Week (e.g., Resume Building, SQL Mastery, Portfolio Projects) 

 Daily Micro-Tasks (15–45 mins/day) 

 Weekend Actions (Mock interviews, project review, networking) 

2. Skills Tracker: 

 Self-assessment checklist 

 Track technical tools: Excel, SQL, Python, Power BI, Tableau 

 Soft skills: storytelling, communication, resume writing 

3. Templates & Checklists: 

 ATS-Ready Resume Template 

 LinkedIn Profile Checklist 

 Project Portfolio Outline (for GitHub/Portfolio site) 

4. Bonus Section – Interview Prep Toolkit: 

 12 Common Data Analyst Interview Questions 

 STAR Method Template 

 Elevator Pitch Builder 

5. Printable PDF Planner + Editable Google Sheet Version 



 

WWW.THEJOBACCELERATOR.COM 6 

 

ล SECTION 2: The 90-Day Weekly Action Plan   

Phase 1: Direction & Foundation (Week 1–2) 

o Skill Audit Table 

o Career Focus Selector 

o Pick Your Stack 

Phase 2: Personal Branding & Visibility (Week 3–4) 

o Resume Sprint Checklist 

o LinkedIn Optimization Worksheet 

o Project Portfolio Starter 

o Post-it planner: what to share on LinkedIn 

Phase 3: Interviews & Job Search Sprint (Week 5–12) 

o Interview Practice Table 

o Company Outreach Plan 

o LinkedIn Visibility Tracker (LinkedIn activity log) 
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�  Phase 1: Direction & Foundation (Week 1–2) 

ล Goal: Clarity, Confidence & the Right Stack 

Lay the groundwork. Gain clarity on your strengths, pick your career direction, and commit to a 

learning stack. 
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✅ 1. Skill Audit Table (Self-Evaluation) 

�  Why: 

You can’t plan your growth if you don’t know where you stand. 

This quick self-assessment helps you identify your starting point across essential skills. 

 

Skill Category Tools / Concepts 
Beginner 

(0–2) 

Intermediate 

(3–4) 

Pro 

(5) 

Action 

Plan 

Data Handling Excel, Google Sheets ☐ ☐ ☐  

Data Querying 
SQL (MySQL, 

PostgreSQL) 
☐ ☐ ☐  

Programming Basics Python / R ☐ ☐ ☐  

Data Visualization Power BI / Tableau ☐ ☐ ☐  

Statistics & Logic 
Descriptive stats, logical 

thinking 
☐ ☐ ☐  

Communication Presentation, storytelling ☐ ☐ ☐  

Resume & LinkedIn 
ATS format, personal 

branding 
☐ ☐ ☐  

Business 

Understanding 

Domain Knowledge/ 

Storytelling 
☐ ☐ ☐  

Projects & portfolio 
Github, Case Studies, 

Dashboards 
☐ ☐ ☐  

Instructions: 

 Rate yourself honestly (0 = no knowledge, 5 = strong and job-ready). 

 Use the “Action Plan” column to mark at least one goal like “Need project practice” or 

“Revise SQL joins” if your rating is less than 5. For 5, keep revisiting.
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ೱ 2. Career Focus Selector 

�  Why: 

Not all data analyst roles are the same. Choose your zone of strength — or your dream zone — 

and build accordingly. 

Focus Area Key Activities 
Common Job 

Titles 

Do You Like 

This? (Y/N) 

Dashboarding 

Pro 

Build business dashboards using tools 

like Power BI, Tableau. 

BI Developer, Power 

BI Analyst 
☐ 

Data Analyst 
Analyze trends, build reports, answer 

business questions with SQL & Excel. 

Data Analyst, 

Business Analyst 
☐ 

Reporting 

Analyst 

Generate recurring reports, automate 

them, and clean data. 

MIS Analyst, 

Reporting Specialist 
☐ 

Coding Analyst 
Work with Python/R for deeper analysis 

and automation, APIs, Data pipelines. 

Data Engineer, 

Python Developer 
☐ 

Instructions: 

 Tick one or two options that feel most aligned with your current interests and skills. This 

will shape your tool stack. 

 You don’t have to choose one forever — but knowing your “lean” helps pick the right 

tools. 
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�  3. Pick Your Stack 

�  Why: 

Your stack = your daily toolkit. A clear toolset saves you from tech overwhelm. Focus leads to 

faster progress. 

Stack Option Best For Tools Included 
Pick This? 

(✔) 

Excel + Power BI Beginners, Dashboarding Excel, Power BI, DAX ☐ 

SQL + Tableau Mid-level roles, Analysis 
MySQL, Tableau, Google 

Sheets 
☐ 

SQL + Python + 

Power BI 
Full-stack Analyst Skills 

Python, Pandas, SQL, 

Power BI 
☐ 

R + Excel 
Academic/Research/Data 

Viz 
R, Excel, ggplot2 ☐ 

Instructions: 

 Pick one stack ONLY. Stick to it for 60 days before exploring more. 

 This prevents overload and helps you build projects confidently. 
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ෝ End-of-Week Task: 

 Complete your audit 

 Choose your focus 

 Lock in your stack 

Write the following one-line intention:  

“I will master [stack]____________________________________________________________ 

 

for [focus area] 

_______________________________________________________________________ 

 

in the next 90 days_________________________.” 

 

__________________________ 

Sign here 
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඼ Phase 2: Personal Branding & Visibility (Week 3–4) 

ล Goal: Get Seen. Get Shortlisted. Build a Job-Magnetic Profile. 

✅ 1. Resume Sprint (ATS-Ready & Role-Focused) 

Your resume is not your autobiography. It's your marketing flyer. 

Checklist for Resume Readiness: 

 ☐ Use a clean, ATS-friendly format (no tables, no columns) 

 ☐ Start with a strong 3-line professional summary 

 ☐ Use keywords from 3 job descriptions you're targeting 

 ☐ Add 1–2 data projects with results (ex: “Reduced reporting time by 30%...”) 

 ☐ Action verbs only: Analyzed, Automated, Designed, Delivered… 

 ☐ Education and certifications at the bottom 

෌ End Goal: Upload your resume on LinkedIn, Internshala, and Naukri. 
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✅ 1. Resume Template (Google Doc / Word Format) 

[Professional Summary] 

Aspiring Data Analyst with strong skills in Excel, SQL, and Power BI. Proven ability to turn raw 

data into business insights. Open to entry-level opportunities in analytics and business 

intelligence. 

Skills 

• Excel | Power BI | SQL | Data Visualization | Data Cleaning 

• Dashboards | Reporting | Business Understanding 

Projects 

 Sales Dashboard in Excel — Analyzed 1 year of sales data; created dynamic charts and 

pivot tables. 

 Customer Retention Report in Power BI — Visualized churn patterns; helped build 

retention insights. 

Experience (if applicable) 

Company Name | Role | Duration 

• Brief bullet-point impact statements 

Education 

Your Degree | University | Year 

Certifications (Google Data Analytics, etc.) 

 

(If experience is more than 2 years then Experience head will come before Projects. Include 

at least 2 to 3 projects in your job role.)  
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ฅ 2. LinkedIn Revamp Checklist 

A recruiter finds you in search — what do they see? 

LinkedIn Optimization Checklist: 

 ☐ Professional photo + background banner 

 ☐ Headline = “Aspiring Data Analyst | SQL • Excel • Power BI | Open to Work” 

 ☐ About Section = 3 paragraphs: Who I am, What I do, What I want 

 ☐ Add Resume + Portfolio link in Featured Section 

 ☐ Skills section: Prioritize top 10 job-relevant skills 

 ☐ Start engaging — comment, repost, or post once a week 

෌ End Goal: Turn on “Open to Work,” and start showing up in recruiter searches. 

෌ Get your Resume and LinkedIn profile reviewed for FREE here: 

https://thejobaccelerator.com/free-resume-review/ 

 

✅ 2. LinkedIn Optimization Worksheet 

Section Task Done? 

Photo Upload clear headshot ☐ 

Banner Add data theme banner (e.g., dashboard visual) ☐ 

Headline “Aspiring Data Analyst SQL • Excel • Power BI” 

About Who I am, What I do, What I seek ☐ 

Featured Upload resume + project link ☐ 

Activity Like/comment/post once a week ☐ 

 

  

https://thejobaccelerator.com/free-resume-review/
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ශ 3. Project Portfolio Starter (For GitHub / Notion / PDF) 

Don’t just say you have skills. Show it. 

Must-have Project Portfolio Items: 

 ☐ 1 Excel Dashboard Project (ex: Sales Analysis, HR Report) 

 ☐ 1 Power BI or Tableau dashboard 

 ☐ 1 SQL Case Study (with queries + screenshots) 

 ☐ Optional: Python Data Cleaning or Visualization project 

ඤ Keep it simple, visual, and documented (what problem, what data, what impact). 

✅ 3. Portfolio Layout (GitHub or Notion) 

Suggested Structure: 

 ශ Data Portfolio 

└── 01_Excel_SalesDashboard.pdf 

└── 02_SQL_QueryPractice.md 

└── 03_PowerBI_CustomerChurn.pbix 

└── README.md (with problem, tools used, insights) 

�  Sheet 2: Project Log 

Project Title | Tool Used | Dataset Link | Status | LinkedIn Post Done (Y/N) 

ABC __ __ __ __ 

XYZ __ __ __ __ 

ෝ End-of-Week Task: 

 Update your resume 

 Optimize your LinkedIn 

 Publish your first project (LinkedIn post or GitHub upload) 
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ೱ Milestone: You’re now “searchable.” Let the world know you exist.

 

Checklist: Keep ticking 

3.1 Resume Sprint 

 ATS-friendly format 

 Strong 3-line summary 

 Keywords from job ads 

 Quantified project bullets 

 Action verbs only 

 Certifications listed last 

3.2 LinkedIn Makeover 

 Professional photo 

 Keyword-rich headline 

 3-part About section 

 Featured: resume + portfolio 

 Top 10 skills 

 Weekly engagement plan 

3.3 Portfolio Starter 

 Excel dashboard project 

 Power BI / Tableau project 

 SQL case study 

 Optional Python project 

End-of-Phase Task: 

Update resume, optimize LinkedIn, publish first project. 
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ೱ Phase 3: Interviews & Job Search Sprint (Week 5–12) 

ล Goal: Apply Strategically. Prepare Smartly. Build Interview Confidence. 

 

✅ 1. Interview Prep: 2 Questions Per Week 

No cramming. Just steady reflection and practice. 

Each week, you’ll tackle 2 real interview questions — reflect, write, speak aloud, repeat. 

Week Question 1 Question 2 

Notes 

(Prep, 

Gaps, 

STAR) 

5 
Tell me about a data 

project you’re proud of. 
How do you handle missing data in a dataset?  

6 
How do you prioritize 

tasks in a tight deadline? 

Explain a dashboard you created. What tools did 

you use? 
 

7 

Describe a time you got 

unexpected results from 

data. 

How would you explain SQL joins to a non-

technical person? 
 

8 
Why should we hire you as 

a data analyst? 

What’s your approach to learning new tools or 

techniques? 
 

9 
Tell me something about 

yourself 

Given a sales table with order_id, 

customer_id, order_date, and amount, 

write a query to find the top 3 

customers by total sales in the last 6 

months. 
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Week Question 1 Question 2 

Notes 

(Prep, 

Gaps, 

STAR) 

10 

How would you design a 

KPA dashboard for a SaaS 

startup looking to reduce 

churn? 

 

Can you explain the differences between 

calculated columns, measures, and 

calculated tables? When would you use 

each? 

 

11 

How do you ensure the 

data you’re analyzing is 

reliable and valid for 

business decisions? 

 

How do you optimize a slow Power BI 

report? 

 

12 

Describe a time when you 

disagreed with your 

manager or a stakeholder 

about an analysis 

outcome. How did you 

handle it? 

 

We work in the healthcare/retail/finance 

domain. What do you know about our 

industry and how would that help you as 

a data analyst? 

 

 �  Tips: 

 Use the STAR method (Situation, Task, Action, Result) 

 Record yourself answering — then refine 

 Don’t memorize — internalize 
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✅ 2. 5-Company Outreach Plan 

Don’t just apply. Build warm visibility. 

Company 

Name 
Why This Company? 

Contacted? 

(Y/N) 

How? (LinkedIn, 

Email, Referral) 

Follow-up 

Notes 

Company 1 Great analytics culture ☐   

Company 2 Tools match my skillset ☐   

Company 3 
Fresher-friendly hiring 

policy 
☐   

Company 4 
Dream project in 

dashboarding 
☐   

Company 5 
Alumni from my college 

works here 
☐   

�  Tips: 

 Focus on quality, not volume 

 Research company, mention why them 

 Reach out to at least 1 person per company (alumni, HR, manager) 

 

✅ 3. Visibility Tracker (LinkedIn Activity Log) 

Consistency wins over loudness. 

Date Activity Type Topic or Person Outcome / Notes 

15-Mar Commented on post Recruiter - Data Hiring Got profile visit 

17-Mar Posted a project Power BI dashboard 4 reactions, 1 comment 

20-Mar Connected with Sr. Analyst at TCS Connection accepted, no response 

22-Mar Shared a job post Entry-level Data role 2 friends saved the post 
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�  Tips: 

 Engage 3x per week: post, comment, or DM 

 Keep it authentic — don’t sell, start conversations 

 Visibility > Virality 

 

ෝ End-of-Week Reflection: 

 Did I improve my answers this week? 

 Did I get a response from someone I reached out to? 

 What should I do more of next week? 

ೱ Milestone: You’re no longer invisible. You’re interview-ready — and on the radar. 
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ล SECTION 3: Tools & Templates  

This section gives you practical, plug-and-play tools to accelerate your job search. Use them 

to write better resumes, craft a strong LinkedIn presence, connect with professionals, and track 

your job hunt. 

 

✅ Resume Bullet Formulas (Make Every Line Count) 

Use the following verbs as often as you can in your resume.  

 Built [what] using [tool], resulting in [impact] 

 Achieved [result] by [action] using [tool] 

 Reduced [cost/time/errors] by [initiative] 

 Led [team/project] to [outcome] 

Use these formulas to turn responsibilities into accomplishments. Replace the 

placeholders with your specific project/task/tool/result. 

1. Action + What + Tool + Impact 

Built an automated dashboard using Power BI, resulting in 30% faster decision-making 

for sales team. 

2. Achieved [result] by [action] using [tool/technique] 

Achieved 95% accuracy in churn prediction by implementing Random Forest classifier on 

customer dataset. 

3. Reduced [cost/time/errors] by [method/initiative] 

Reduced data cleaning time by 40% by developing Python scripts for preprocessing in 

Pandas. 
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4. Led [team/project] to [outcome] 

Led a 3-member team to develop a SQL-based reporting system, improving reporting 

frequency from weekly to daily. 

 

✅ LinkedIn Headline & Summary Templates 

Headline Templates: 

 Aspiring Data Analyst | Skilled in SQL, Excel & Power BI | Open to Work 

 Data Enthusiast | Python | SQL | Tableau | Turning Data into Insights 

 Business Analyst | 3 YOE | Power BI • Excel • SQL | Helping Businesses Make Smarter 

Decisions 

Summary Template: 

I'm a data-driven professional with a strong foundation in [skills/tools]. Recently completed 

[certification/project], where I [did what + impact]. I enjoy solving real-world problems with 

data and am currently seeking [internships/full-time opportunities] where I can grow and 

contribute to meaningful outcomes. 

Customize this with your tone and achievements. 

 

✅ Sample Outreach DMs (Feel Free to Copy & Tweak) 

For Internship Requests: 

Hi [Name], I came across your profile and noticed your work in [company/field]. I'm currently 

learning data analytics and seeking internship opportunities to apply my skills in SQL, Excel, and 

Power BI. If your team has any upcoming projects, I’d love to contribute and learn. Thanks in 

advance! 
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For Referral Requests: 

Hi [Name], I’m exploring roles in data analytics and came across an opening at [Company]. 

Given your experience there, I’d appreciate any insights or a possible referral if you think I 

might be a good fit. I’ve attached my resume—thanks for your time! 

For Project Opportunities (Freelance/Volunteer): 

Hi [Name], I’m building my portfolio in data analysis and looking for real-world problems to 

work on. If you or someone in your network has a project that could benefit from support with 

Excel, SQL, or Power BI, I’d be happy to help at no cost. Let me know! 

 

✅ Job Tracker: Google Sheet (Editable) 

Keep track of your job applications, contacts, and follow-ups in one place. 

Includes: 

 Job role & company 

 Application date 

 Status updates 

 Contact person 

 Follow-up reminders 

 

Job Title Company 
Application 

Date 
Status Contact 

Follow-up 

Date 
Notes 

Data Analyst 

Intern 

Acme 

Corp 
2025-06-01 Applied 

Jane 

Doe 
2025-06-10 

Sent resume via 

referral 
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ล SECTION 4: Weekly Progress Tracker 

Use this weekly tracker to build momentum, measure your consistency, and stay job-

search ready. 

You can print this out or use it digitally every Sunday to reflect and plan for the upcoming 

week. 

�  Week #: ________        Date Range: __________ to __________ 

Activity Goal for the Week Achieved Notes 

Skills Worked On e.g., SQL basics, Excel formulas, etc. ✅ / ❌  

Project Hours Logged e.g., 5 hours on Power BI dashboard ___ hrs  

Resume / LinkedIn Updates e.g., Added new project summary ✅ / ❌  

# of Job Applications Sent e.g., Target: 10 ___  

# of LinkedIn Posts/Comments e.g., 3 posts, 5 comments ___  

Networking Efforts e.g., DMs sent, calls done ___  

Self-Assessment 

Area Rating (1-5) Notes 

Confidence This Week    __ How do you feel overall? 

Communication/Clarity    __ In resume, LinkedIn, and messages 

Learning Progress    __ Did you build/learn something new? 

✅ Tip: Print 4–5 copies for the month or make a digital duplicate every week in Notion or 

Google Docs. 
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ล SECTION 5: Brushing Up Your Tech Skills 

In the job search journey, your resume gets you shortlisted, but your technical skills get you 

hired. Whether you’re a fresher or a working professional aiming to switch roles, now is the 

time to sharpen your technical toolkit. 

This is a structured 4-week refresh plan to help you revise and strengthen the core 

technical skills expected from data analysts—aligned with what recruiters actively look for. 

Week 1: Foundation & Data Handling 

Focus: Build confidence with Excel and SQL basics. These are the bread and butter of most 

data roles and are used in almost every company, regardless of scale. 

Key Areas: 

 Excel formulas (VLOOKUP/XLOOKUP, IF, COUNTIF, etc.) 

 Pivot Tables & Charts 

 SQL: SELECT, WHERE, ORDER BY, GROUP BY 

 Basic data exploration and filtering 

Target Output: You should be comfortable handling structured data and doing basic cleaning 

and summarization. 

Week 2: Data Cleaning & Transformation 

Focus: Raw data isn’t ready for analysis. Learn how to transform it into something meaningful. 

Key Areas: 

 Data types, missing values, and outliers 

 Data normalization and formatting 

 Combining datasets (JOINs in SQL, merging in Python) 

 Feature creation or calculated columns 
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Target Output: You should be able to take messy data and turn it into a clean, analysis-ready 

dataset. 

Week 3: Analysis, Visualization & Interpretation 

Focus: Move from “data wrangling” to actual analysis—this is where your skills meet business 

value. 

Key Areas: 

 Exploratory data analysis (EDA) 

 Descriptive statistics and trends 

 Data visualization: Bar, Line, Pie, Scatter, Heatmaps 

 Dashboards (Power BI or Tableau) 

Target Output: You should be able to analyze a dataset, visualize it effectively, and explain 

key insights clearly. 

Week 4: Applied Analytics & Business Readiness 

Focus: Link your analysis to real-world problems. This week is about application and 

articulation. 

Key Areas: 

 SQL: Advanced queries (JOINS, CTEs, Window functions) 

 Case study-based analysis (sales trends, customer segmentation, etc.) 

 Data storytelling & insights communication 

 Quick revision of key concepts from Weeks 1–3 

Target Output: You should be confident applying your skills to solve mock business problems 

and discussing your approach in an interview setting. 

At the End of 30 Days: 
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You’ll be prepared to: 

 Tackle technical assessments in Excel/SQL 

 Walk through your analysis process in interviews 

 Confidently explain your technical choices and business impact 

 Build 1–2 mini-projects or case studies worth showcasing 

This 30-day tech refresh is not about perfection. It’s about progress and preparedness. 

Reminder: You don’t need to master everything at once. The goal is to revisit what 

matters, practice it smartly, and be ready to demonstrate your thinking—not just your 

tools. 

Prepare another set of weekly plan for Power Bi, Python or Machine Learning or the stack which 

you have decided upon, on your own and bring it to practice.  You can use the following layout 

and replicate for your stack. 

 

Timeline Stage Description 

Week ___ Data Thinking Understand business problems, basic logic 

Week ___ Data Cleaning & Exploration Excel, SQL, data wrangling 

Week ___ Visualization & Insights Power BI/Tableau, storytelling with data 

Week ___ Advanced Analytics Python, statistics, basic ML 

Week ___ Specialization & Career Scaling Domain skills, projects, soft skills 
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ล SECTION 6: 10 Must-Have Skills for Every Data Analyst 

Data analysts and data scientists are among the most sought-after professionals today. With 

job opportunities in this field expected to grow by over 30% every year, it’s clear this is more 

than just a passing trend—it’s a career with staying power. 

But what exactly does a data analyst do? And what skills does one need to thrive in this space? 

What Does a Data Analyst Actually Do? 

The data analysis process in a nutshell 

Think of a data analyst as the bridge between numbers and decisions. They take raw data, 

make sense of it, and help businesses act smarter. Whether it’s a marketing team trying to 

understand customer behavior or a finance team planning budgets, data analysts turn data into 

insights that drive results. 

From collecting and cleaning data to analyzing, visualizing, and interpreting it—every step plays 

a crucial role in solving real-world problems with numbers. 

Core Technical Skills for Data Analysts 

These are the practical tools and techniques that allow analysts to do their job well. 
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1. Programming Languages (Python, R, SQL) 

These are the power tools of data analysis. 

 Python: Great for cleaning, analyzing, and visualizing data. Libraries like Pandas and 

NumPy make your job easier. 

 R: Best suited for statistical analysis, especially in academic and research-heavy 

environments. 

 SQL: Essential for working with databases—used to retrieve, update, and manage data 

efficiently. 

2. Data Visualization Tools (Tableau, Power BI) 

It’s not enough to understand the data—you need to help others see the story it tells. 

 Tableau: Lets you build detailed, interactive dashboards with drag-and-drop ease. 

 Power BI: Ideal for real-time dashboards and tight integration with Microsoft tools. 

3. Statistics and Data Analysis 

Statistics is the foundation of all data analysis. It helps you: 

 Summarize and understand large datasets 

 Make predictions using probability 

 Test hypotheses and draw conclusions from data 

4. Data Wrangling and Cleaning 

Most raw data is messy. Cleaning and reshaping it is step one in every analyst’s process. 

 Fixing errors, removing duplicates 

 Formatting and transforming data 

 Merging different datasets into one clean version 
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Soft Skills That Make a Big Difference 

Being good with tools is great—but being good with people and ideas sets you apart. 

5. Communication 

You’ll often explain your findings to people who don’t understand technical jargon. 

 Storytelling with data: Making insights meaningful and memorable 

 Presentations: Knowing how to share your work clearly 

 Teamwork: Collaborating with different departments to solve problems together 

6. Problem-Solving Skills 

Real-world problems don’t come with step-by-step guides. You’ll need to: 

 Think critically 

 Explore data from different angles 

 Be creative when standard methods don’t work 

7. Attention to Detail 

Tiny errors can lead to big mistakes. That’s why being detail-oriented is essential. 

 Double-check your numbers 

 Keep your code clean and well-documented 

 Track your sources and assumptions 

8. Understanding of Business Domain 

Data only makes sense in context. The better you understand the business you're analyzing, the 

better your insights will be. Knowing the key drivers of performance in your industry helps you 

ask smarter questions—and find better answers. 
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Level-Up: Advanced Skills That Take You Further 

Once you’ve mastered the basics, there’s a whole new world to explore. 

9. Machine Learning Basics 

Machine learning isn’t just for data scientists. Knowing the basics helps you build smarter 

models: 

 Supervised learning for predictions 

 Unsupervised learning to discover hidden patterns 

 NLP (Natural Language Processing) to work with text data 

Comparing supervised and unsupervised learning - key data analyst skills 

10. Big Data Tools (Hadoop, Spark) 

Sometimes your data is just too big for Excel or Python. That’s where these tools come in: 

 Store and manage massive datasets 

 Perform complex analysis faster 

 Run real-time data processing for immediate insights 
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How to Build These Skills 

There’s no single path to becoming a data analyst. You might learn through a degree, online 

courses, hands-on projects—or a mix of all three. What matters is staying consistent and 

choosing a skill stack to stick with for a while before jumping to new tools. 

Being a great data analyst means balancing your technical abilities with communication, critical 

thinking, and business sense. The field is growing fast, and the more well-rounded your skills, 

the more opportunities you’ll unlock. 

Whether you’re just getting started or looking to advance, these 10 skills are your roadmap to 

success in the world of data. 

 

  



 

WWW.THEJOBACCELERATOR.COM 33 

 

ล SECTION 6: Final Notes  

If you’ve made it this far, you’ve already done more than most job seekers ever do — you’re 

taking control of your job search, not leaving it to chance. 

Remember this: 

ล You are not your resume. 

You are the projects you’ve built, the problems you’ve solved, the courage you show every day 

by applying, learning, and growing. 

ล Small wins lead to big breakthroughs. 

One well-written bullet. One DM sent. One extra hour spent on a portfolio project — these are 

the quiet steps that get loud results. 

ล You only need one ‘yes’. 

The job market can be noisy and discouraging at times, but you don’t need a hundred 

callbacks. You need one opportunity where your skills and mindset match what they’re 

looking for. 

So here’s your challenge: 

➡ Keep showing up. 

➡ Track your progress weekly. 

➡ Speak your story with confidence — in your resume, on LinkedIn, and in interviews. 

Your next job isn’t just a job. It’s a step toward becoming the professional you’re meant 

to be. 

You’ve got this. Let’s build the career you deserve. 

Signing off 

Rajesh Tewari 


