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 (
Overview
)
Training Process: Qualifications Comparison Chart
Policy/Mandates informing this training process:
1. 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.

Trainer Facilitation Steps
1. Handout desk aid Quick Guide: Qualifications Comparison Chart to participants.
2. Introduce topic with the following (or similar) statements:
a. 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 attempting to wade through a sea of knowledge, skills and abilities the employer has listed in the job posting.
b. To be successful in understanding what the employer really wants - is to pick the job listing apart – search for key words, phrases, and experience requirements. Avoid generic (things that all employers want – team players, etc.) terms and find the true gems – these are the qualifications that will get you the interview.
c. 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 and how you research/analyze/answer the requirements and qualifications that respond to the biggest HR question of all - “why should I hire this person?”
i. To determine how your KSAs match up with the employer’s stated needs, we will be using the Quick Guide: Qualifications Comparison Chart to plan your document content.
3. Ask participants why it is important to compare their qualifications to what the employer states needs as written in the job listing. (Solicit volunteer responses.)
a. The key here is to get participants to think from the how taking this extra step will benefit their job search and not wasting time applying for jobs that do not match their KSAs. 
b. The second step is to get them to see from the employer’s perspective why qualifications must be stated in order to become a candidate for a job vacancy. By using the Quick Guide: Qualifications Comparison Chart – and well written content – their documents (résumé, application and cover letter) can move them into the candidate pool – especially when competing against candidates who have not directly addressed the employer’s stated needs. 
4. Introduce this thought: an employer doesn’t know you, what you look like, or what you offer their company. Your documents should paint a very clear, detailed and professional picture for the recruiter – that exhibit distinctly how you meet their stated needs. 
5. Important note to highlight: always target your documents to the job opening for which you are applying. A generic application, résumé or cover letter will leave the employer with the impression that you are not really interested in their job opening (lack of effort).
6. Refer to the Quick Guide: Qualifications Comparison Chart and walk through each section separately:
a. Why use this chart?
i. Ahead of 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.  
ii. 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. 
iii. If we are not a match, we’ll know from using this comparison chart. It’s okay not to be a match for a specific position. Though we may be looking at a listing for a position title we have previously held, every company has a different way of interpreting what knowledge, skills, abilities and tasks make up that position’s responsibilities. Look for other job listings to see if you can find a closer (or best yet – a spot on) match.
b. Walk through the job listing sample on the first page of the comparison chart. 
i. This is a job listing from the go2worksource.com website. 
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ii. Over the course of this training segment, we’ll be looking at three sections of the job listing that tell us as the job seeker what the employer is looking for in an ideal candidate:
· Job Description – the details of what you will be doing on the job. Sometimes called Responsibilities or Tasks in a job announcement.
· Job Requirements – the meat and potatoes of any job listing – this tells you what the recruiter is screening for on your résumé, application and cover letter.
· Hint: never copy the employer’s own phrases or sentences into your own documents – unless they are common phrases that are utilized universally.
· Preferred Qualifications: These items make up the employer’s additional “wish list” and are NOT requirements to become a candidate for the position. What these preferred qualifications do is put you into the “top tier” candidates that will be interviewed before individuals that have none of these KSAs. 
· Hint: dishonesty doesn’t pay here. You’ll be questioned on your knowledge of these additional items during an interview.
c. Discuss the section following the job announcement to walk learners through a sample job listing analysis and a completed qualifications comparison chart (also known as a T chart format that can be used in paragraph two of a cover letter).
i. Using the job posting above, let’s get some hands-on experience with discerning an employer’s job requirements. 
ii. 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. 
iii. 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 résumé to the job opening. Here’s the steps we will take to complete this chart:
· Review the job requirements section and highlight key knowledge, tasks, skills and abilities. 
· Read the job description and decide which of our highlighted key words fit the responsibilities listed.
· 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.

· Separate out generic requirements from specific ones:
· GENERIC = “Ability to work with cross-functional teams.”
· SPECIFIC = “5 years of experieince in the design, development, and implementation of quantitave and qualititave research methodologies and tools, including data analysis and interpretation.”

Sample Qualifications Comparison Chart based on above job listing (bottom pg. 1):
	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 (XP, 03, 07, and 10) 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%



7. 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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8. A sample chart has been filled out (pg. 2) beneath the snapshot of the preferred qualifications. We’ve used the same methodologies :
	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
	N/A

	State and federal laws for collections 
	N/A



a. 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.
b. 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. 
9. The 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.
10. Review the three other ways participants can use the qualifications chart beyond determining if they are a match for a job listing.
a. Targeting a résumé:
i. by examining a job description closely, you can create a list of knowledge, skills, abilities and accomplishments to include on a targeted résumé. 
ii. To learn more about targeting your résumé, visit Quintessential Careers’ Targeted Résumés Tutorial at http://www.quintcareers.com/resume_tutorial/tutorial_1.html.
b. Creating a “T chart” cover letter:
i. cover letter: this type of cover letter uses a qualifications comparison chart similar to the sample chart on page 1 of this document. 
ii. 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
c. Preparing for an interview:
i. 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. 



ii. 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
11. After reviewing the Quick Guide: Qualifications Comparison Chart using steps 6-10 above, allow participants time to pull a job listing off of the Internet in a computer lab or in the resource room and try creating a qualifications comparison chart of their own. By giving the opportunity for immediate practice, learners are more likely to improve their cover letters on the spot. 
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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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