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)
Training Process: Qualifications Comparison Chart
Policy/Mandates informing this training process:
Job Hunter Workshop Series #4022 WIA Guidance Letter; Workshop and Facilitation Standards

Important facts about comparing your qualifications to an employer’s job listing:
1. Job listings typically contain:
a. Too little information – it’s impossible to understand what the employer is looking for in a candidate as there are no qualifications details or the job listing is so generic  it looks like they are looking for anybody who will take the position.
b. Too much information – the job listing is so complex there are a large list of qualifications. It can be nearly impossible to decipher what the employer ideally wants in a candidate because it looks more like a laundry list than knowledge, skills and experience.
c. Contradictory information – the job description (duties, responsibilities, functions) and the qualifications (knowledge, skills, experience)  for the job don’t match.
2. An ideal job listing (often uncommon) will clearly inventory what the employer needs in a concise manner. Many times, the requirements (or qualifications) will be listed in order of importance with the most crucial qualification first. 
a. According to Monster.com, Career Builder, and Quintessential careers, the top five to seven qualifications are the ones an employer uses to screen in (and out) potential candidates. 
b. It is crucial that you read through all the qualifications to see if there are any other “standouts” that might take precedence in the comparison chart you are creating. Watch for these key words that preface a qualification:
· XX years of experience in…
·  Proficiency in…
·  Command of…
·  Expertise in…
·  Strong XX skills in…
·  Must possess…

3. According to Nathan Newberger, Managing Editor at WorkTree.com, there is an industry standard for writing job advertisements – and it is your responsibility as the job seeker to decipher them correctly.
a. Look past intricate language, highlight key words and phrases that can be strung together to interpret what the employer is actually looking for.

4. Keep the employer’s perspective at the forefront of this training segment. It’s not about what the job seeker wants to show employers. It’s about what the employer needs to see detailed in cover letters and résumés – through your job listing interpretation - that will answer the biggest HR question of all “why should I hire this person – are they the best fit for this job opening?”

Training Process Aids:
1. Seeker Services SKIES Staff User Guide: Adding individual attendance for Job Hunter participation.
2. Group Service(s) SKIES Staff User Guide: Adding group attendance for Job Hunter participation.
3. Quick Guide: Qualifications Comparison Chart: Customer handout that supports this process document.
4. Interpreting Job Descriptions / Job Advertisements: http://www.sentient-recruitment.com/interpret-job-description.html 
5. Deciphering Job Ad Lingo at Job Journal’s website: http://www.jobjournal.com/thisweek.asp?artid=2959

Trainer Key Points

The learning objective for this unit: Use the Quick Guide: Qualifications Comparison Chart to accurately list the top requirements the employer seeks in an ideal candidate and target your résumé and cover letter accordingly.
The expected outcomes (short and long term) of this unit: Gain confidence in interpreting an employer’s needs that are communicated (often through complex terms) through a job listing. Improve ability to take top qualifications (requirements) for the job and list them in a targeted cover letter or résumé via the Quick Guide: Qualifications Comparison Chart. Draw the recruiter’s attention to commonalities between their needs and the job seeker’s qualifications. 


Comparing your knowledge, skills, abilities and achievements (KSAs) to an employer’s job listing is the key element to creating targeted documents that focus on actual company needs. This is the first foundational piece of constructing a solid advertising packet for a perspective employer. Throughout this 10 to 30-minute training segment, it is vital that you convey the following points: 
1. Job seekers should target résumés and cover letters at all times – this paints a picture of why they are the most qualified for the employer. Interpreting job listings using the qualifications comparison chart will assist the writer in creating a precisely targeted document that will draw the employer’s attention.
2. Don’t be blindsided by generic traits such as team player, organized, timely, reliable, etc. Look for strongly stated phrases or sentences that speak to the actual qualifications that the employer wants in a successful candidate for the position.
a. Sample: This is great, but doesn’t tell the employer what you actually can do for them (taken from actualy Starbuck’s listing WS397590502):
i. GENERIC = “Ability to work with cross-functional teams.”
ii. SPECIFIC = “5 years of experieince in the design, development, and implementation of quantitave and qualititave research methodologies and tools, including data analysis and interpretation.”
iii. Given these two examples, which are you more likely to target your cover letter and résumé to?
3. “Experience required” can be broken down into four distinct categories:
a. Entry-Level Position: no experience required listed in the posting.
b. Experienced Position: 1-5 years using the skills defined in the same sentence.
c. Expert Position: 5-10 years using the skills defined in the same sentence.
d. Senior Level Position: 10 years or more using the skills defined in the same sentence.
e. Important Note: The specific skills defined along with an amount of years can be acquired through specific paid jobs, volunteer experience, club affiliation (example: Kiwanis, Masons, etc.), and in some cases educational studies.
f. If you do not have the years of experience that match the employers needs using the note above, it is important to step back from the job posting and ask yourself from the recruiter’s perspective “do I have enough experience to qualify for this job?”
i. If you are more than two years off, the answer is no. If you do not have transferrable skills from the above situations in bullet “e” that are close to the employer needs, you will want to eliminate this job listing from consideration.
ii. Employers list a specific amount of years for a reason. As we continue to work with specific KSAs, we develop more advanced knowledge of how to be truly effective and innovative in the defined category.
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