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It can be a challenge to figure out what an employer is actually seeking in their ideal candidate when reviewing a job listing’s requirements, qualifications, and preferences. Frustrations, questions and doubts can easily take over our thought process when reading through a sea of knowledge, skills and abilities the employer wants. 
Before spending your valuable time applying for a listed position, use the qualifications comparison chart to identify the employer’s top requirements for a position to ensure you are a fit for the job opening.  Before creating your own blank chart, we’ll start with a sample walk through – a job listing, identifying top qualifications for the job, and what knowledge, skills, and abilities that we have to offer. 
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Using the job posting above, let’s get some hands-on experience with discerning an employer’s job requirements.  First, look under the title “JOB REQUIREMENTS” – these are the knowledge, skills and abilities that the employer absolutely must see from you to offer you an interview. 
The qualifications comparison chart below is filled out using the job posting above. This chart can also be used to help you form thoughts for your cover letter and help target your resume to the job opening. Here’s the steps we will take to complete this chart:
1. Review the job requirements section and highlight key knowledge, tasks, skills and abilities. 
2. Read the job description and decide which of our highlighted key words fit the responsibilities listed.
3. Comparing the job requirements and the job description highlights, make a list of the top three (minimum) to ten (maximum) skills, abilities and knowledge needed to succeed at this job.
	Employer Requirements
	My Qualifications

	6 months call center, customer service or sales
	4 years retail sales and customer service
1 year as a receptionist (incoming calls)

	Proficient PC skills
	8 years Microsoft Word, Excel, PowerPoint, Access

	Persuade and negotiate
	Retail sales in high end fashion boutique; saleswoman of the year 2009 and 2010

	Meet sales goals (Hint: from job description)
	Consistently met sales goals; increased business by 40%


Now that we’ve narrowed down what the employer is really looking for and what we can offer, let’s take a look at preferred qualifications – these are “extra” knowledge, traits, skills and abilities that will put you ahead of other candidates for an interview. Examine the preferred qualifications listed on the job description (page 1).  Here’s a snapshot of what the employer has stated they would prefer in a candidate beyond the job’s requirements:
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We’ll use the comparison chart again to break down what the employer is asking for. 
	Employer Preferences
	My Qualifications

	Debt collector experience
	3 months collection of debts for retail shop
Made phone calls to customers to work out repayment plans

	FDCPA (Fair Debt Collection Practices Act) training
	

	State and federal laws for collections 
	




In this case, it looks as though we’ve collected debt, but did not conduct the activity long enough to go through FDCPA training or gain an understanding of state and federal laws concerning debt collecting. One out of three isn’t bad – and should definitely be mentioned during the application and interview process.

Note: Even if there are several employer “preferred qualifications” for a job and you only have one, this is a case where that one trait is better than none at all. Don’t let it phase you if you have one or none of the employer’s preferences – these are additional items that make up the company’s “dream list” and it is likely that other candidates will be in the same boat as you. 

They key to using the qualifications comparison chart is to see if you have the requirements for the job. If you don’t (even with transferrable skills), move on to other job listings that are a match for your knowledge and abilities. Your time is valuable and there is no reason to put efforts towards a job listing that isn’t the right fit for you or your career goals.

How can I use the qualifications comparison chart besides determining a match with a job listing?

· Targeting a resume: by examining a job description closely, you can create a list of knowledge, skills, abilities and accomplishments to include on a targeted resume. To learn more about targeting your resume, visit Quintessential Careers’ Targeted Resumes Tutorial at http://www.quintcareers.com/resume_tutorial/tutorial_1.html .

· Creating a “T Chart” cover letter: this type of cover letter uses a qualifications comparison chart similar to the sample chart on page 1 of this document. To learn more about creating a “T Chart” cover letter, visit About.com’s Cover Letter Writing Guide at http://jobsearch.about.com/od/coverletters/a/coverletters.htm. 

· Preparing for an interview: by reviewing this chart before you go to an interview, you can remind yourself of what is important to that employer and how you can meet their specified needs. Take it a step further and practice answering interview questions based on the job requirements (and preferences if appropriate), what you offer, and accomplishments that relate to your matching qualifications. To learn more about preparing responses for interview questions, visit About.com’s Interview Questions and Answers page at http://jobsearch.about.com/od/interviewquestionsanswers/a/interviewquest.htm. 
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 DEBT COLLECTOR/COLLECTIONS PROFESSIONAL
WorkSource Job Number: WA2219361

Listed By: WORKSOURCE THURSTON COUNTY on Nov 1, 2011
Last Modified on: Nov 22, 2011
Description

0B DESCRIPTION:
Thurston County collection agency searching for a full time debt counselor. Will need to meet daily, weekly and monthly goals as set by management. All collection
professionals will be expected to make approximately 100+ outbound calls a day as well as taking inbound calls.

Will be required to attend continued educational webinars/seminars during regular working hours.

JOB REQUIREMENTS:
* Six months experience in call center, customer service or sales

* Proficient pc skills with ability to leam new software

* Strong verbal communication skills with the ability to persuade and negotiate
* Ability to sit and handle phone calls for long periods of the day

* Excellent oral and written skills to effectively communicate

* Ability to organize and multi-task in a fast-paced work environment

* Ability to work flex time

* Ability to pass criminal background and drug screen

PREFERRED QUALIFICATIONS
Previous experience as a debt collector with F.D.C.P.A. training and a working knowledge of state and federal laws governing collections
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PREFERRED QUALIFICATIONS
Previous experience as a debt collector with F.D.C.P.A. training and a working knowledge of state and federal laws governing collections




