Matching Skills to Job Requirements

How to identify if I am qualified for a position before I apply? Don’t waste my time or that of the company!

What is my object for a responding to a job lead:

· Can I win this job position or at least be in the top three? (being one of the 100 resumes is not acceptable for me to spend my time). Or, am I just tossing my resume in the hat and hope someone calls me?

· As a hiring manager, I receive a lot resumes for people who are not even close to the occupation or requirements.
How do move forward: PLAN FIRST!

· Evaluate the job description.
· Identify the job requirements.
· Match my skills.
· Decide if the company meets my career goals, size, name, employees, location, salary requests, etc.

· How can I differentiate myself?
Common to Specific Skills.
· Industry (does this industry differ from my experience in another industry).
· Years of experience.
· Position Level (+ or – one level, supervisor, mgr, sr mgr, director, vp, svp, coo, etc.).
· Duties (specific skills of position).
· Occupation (general competencies for this position or moving to adjacent roles).
· Unique requirements for this position and company.
Create a list to match my skills to the job requirements. 
· This should be a complete list of the job requirements. In order to apply, consider matching 70%+ of the required skills. Remember your competition is going to have these skills. If you have a much lower % of matching your chances of winning the job is significantly reduced. Exceptions might be in entry level jobs or where they have many job openings for the same position.

	List job requirements and skills
	List how my skills/experience match the requirement
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Put a subset of this list in my cover letter. Consider picking the top 3-5 of my best matches and those I think are most important to the company. This will create a compelling message along with your resume when you submit your marketing package.

Below is a sample cover letter that I have used successfully. Practice writing the job requirements list with some of the sample job descriptions on the following pages. Of course, these are not your occupations so you may not be able to match your skills in the second column.

Jim R. Fagan


(714) 555-4378  (  jimr555@yahoo.com  (  555 Pieper Lane  Tustin, CA 92655
Mr. Tony D’Errico

CEO

INOVx Solutions, Inc.

555 Jeronimo Road, Suite 102

Irvine, CA 92618

Dear Mr. D’Errico:

When I heard about your position for a VP/Director of Sales, I immediately noticed a win-win match because my qualifications and your specifications are so close.  Some of my professional highlights are noted in the attached resume.  In addition, I have taken the liberty to point out how close the fit is between us.

	Position Specification
	My qualifications

	1. Start-up Environment
	Former Business Owner

	2. Full Range of Sales Skills
	Sales Process, Territory Plans, Qualifying, Leads, Forecast/Pipeline, Solution Selling, Closing

	3. Build Sales Organization
	Building and Coaching Sales Teams

	4. Process Industries
	Worked at Edison, Customers: Shell, BP

	5. Entrepreneurial/Management with High Growth in High Technology
	Built SAP West Coast

	6. 10+yrs Sales Mgt in Enterprise Software
	SAP, Commerce One

	7. Developing 3rd Party Market Channels
	SAP, Intelligroup

	8. Unquestioned Integrity, Ethics, Values
	Treat Everyone Fairly and Live By My Word


In view of the close parallel between my qualifications and the position specifications, I feel a personal meeting would be advantageous to each of us.

I look forward to speaking with you.

Sincerely,

Jim Fagan (Enclosure)
Job Description Samples

Buyer

Please direct your responses to: ialtany555@wmjobs.com
Long term temporary position available for Buyer, to $20

Purchase requisition and order entry, tactical sourcing of products and 

services, resolution of invoice mismatches, and general procurement 

customer service as needed.

Skills and Requirements:  Excellent written and oral communication 

skills.  Able to adapt to a changing work environment and experience using 

Microsoft Word, Excel and either knowledge of or ability to quickly 

learn Oracle Financials.

Collector

Please direct your responses to: 

http://tekapplicant.tekgriller.com/signup.asp?reqid=1589
Seeking Collectors (all levels)

Our client is currently seeking dynamic professionals to join their organization. Offer excellent salary and benefits package, as well as a great work environment. 

Position responsibilities: 

· Calling, documenting and follow-up of accounts. 

· Achieve assigned goals (delinquency ratios) and reach productivity standards. 

· Negotiate payment arrangements.
· Clarification and explanation of company policies and procedures to customers.
Position qualifications include: 

· 6 months collection experience preferred.
· Previous experience in a call center environment or customer service background is helpful. 

· Solid oral and written communication skills and good telephone techniques.
· Numeric aptitude, problem solving and analytical skills are desirable.
· Detail oriented and organized.
· Some basic computer skills are helpful but not necessary.
· Medical, Retail, Commercial, Auto loans, Student loans & Credit Card loans are all desirable.
· Able to meet goals and deadlines in a fast-paced highly stressful environment.
========== IMPORTANT ==========

To be considered for this position, you MUST go to TekScreener. The Hiring Manager has set an initial screening for this position to pre-qualify all Applicants. 

Thank you and good luck! 

Inside Sales-Entry Level


Please direct your responses to: marianne_dove555@yahoo.com

Interviews are taking place right now!  

Overture Services/Yahoo! Inc. is seeking temporary to perm Inside Sales Representatives for an assignment at their Pasadena location. This is an entry-level position.  All temporary workers will be eligible to receive full benefits through ABE Staffing Services, as well as consideration for full-time regular positions with Overture/Yahoo! as they become available. 

QUALIFICATIONS:

At least 2 years of sales experience preferably in an internet environment. 
Must be articulate and have good written communication skills as well.
Local candidates only please.

Overture, a wholly-owned subsidiary of Yahoo!, Inc., is a global leader in commercial search services on the Internet. Overture pioneered commercial search by aligning the interests of consumers; its more than 100,000 active, paying advertisers; and its worldwide distribution partners, including Yahoo!, MSN, Wanadoo and Daum Communications. The company offers a full suite of Internet search products and search-related services. Overture is based in Pasadena, Calif. with U.S. offices in New York; Chicago; and San Mateo, Calif. The headquarters for Overture's non-U.S. business is in Ireland, with offices across Europe, Asia, and Australia. For more information about Overture, visit www.overture.com.

Overture is an Equal Opportunity Employer. 

No third-party vendors please.

**Please have your subject line of your email read "Inside Sales"**

***Email resume and salary requirements to:  marianne_dove555@yahoo.com***

Finance Mgr., Customer Support

Please direct your responses to: yhwang555@ebay.com
Business Title
Finance Manager - Customer Support Requisition No. 2704BR

Primary Job Responsibilities:

• Define and Create Management Reporting processes, and Reports and Analyses for use by the VP’s of World-Wide Customer Support.

• Manage Global Customer Support Financial Applications: Function as an Expert User and Administrator, Establish and Document Global and Regional Procedures, Train Users, Interface with other departments on system issues, Identify and Manage system enhancements and changes, etc.

• Manage and synchronize accounts, cost centers, and cost allocation methodologies across BU’s, sites, and location.

• Coordinate and synchronize the efforts of Finance Managers in North America, Europe, and Asia/Pacific.

• Use analysis to add value to and create partnerships with the VP’s and Directors of Customer Support in North America, Europe, and Asia Pacific.

• Create and manage consistent reporting and forecasting processes for a global CS organization.

• Prepare periodic reviews, ad hoc analyses, and presentations.

• Drive critical Finance projects, initiatives, and strategies.

Job Requirements:

• 6-8 years experience in the areas of Financial Analysis, Cost Accounting, and Systems Management in established preferably international companies. 

• Excellent verbal and written communication skills.

• Proven ability and affinity for quantitative analysis.

• Advanced User Status with SAP, Excel, and PowerPoint.

• Experience configuring, managing, and administering Financial Systems. 

• Superb attention to detail and the ability to prioritize and deliver in a fast-paced environment.

• Public Accounting background, MBA, and international experience highly valued.

Education:

Bachelors Degree or Equivalent

Senior Administrative Assistant-Long Term Temp

Please direct your responses to: ialtany555@wmjobs.com
Excellent opportunity for long term temporary assignment.

Supporting VP of Training & Development, who needs an assistant to hit the ground running!

High proficiency with MS Office programs (Word, Excel, PowerPoint, Outlook). Professional phone etiquette and excellent communication skills.  Experience interacting with external and internal senior and executive management.  Strong organizational skills; highly and self motivated; flexible; resourceful; assertive.  High degree of accuracy and attention to detail; experience working in a fast-paced environment; Ability to multi-task and coordinate and coordinate tasks are a must.

Please send resume's to ialtany555@wmjobs.com
Human Resources Generalist--Job Code 2232
Please direct your responses to: jobs555@sumtotalsystems.com
If you are interested in this exciting opportunity e-mail your resume directly to jobs555@sumtotalsystems.com  or fax it to 650-934-9561.  Along with your resume, please provide us with your salary requirement.  Please use job code 2232 in the subject line of your email.

The Human Resources Generalist at SumTotal Systems, Inc.(http://www.sumtotalsystems.com)will be responsible for administering human resources programs and processes.  This person will be the first line resource, and respond in a timely manner to, employee inquiries including, but not limited to, work related concerns, policy and procedure interpretation, benefit inquiries, and performance management.  This person will partner with, and coach supervisors and managers in policy and procedure interpretation, recruitment, organizational changes, employee retention, job description development, merit and pay issues, performance management, and employee relations.  

ESSENTIAL JOB FUNCTIONS:

· Responsible for entire recruitment process from drafting job descriptions, to scheduling interviews, conducting job offer negotiations and handling new hire orientation.

· Communicates with Payroll, Finance and Accounting on all matters relating to employee data, pay status, increases, new hire/departure data, bonuses, etc.

· Counsels management and staff on employee relations issues, interpretation of personnel policies and procedures and guidelines.

· Work with managers on discipline issues, terminations, performance evaluations, and performance improvement plans.

· Assist with HR projects including but not limited to implementation of the performance review process, benefit plan renewal, salary survey support and employee recognition programs.

· Responsible for all benefits and HRIS administration.

· Responsible for maintaining Immigration files and working with employees and counsel on all immigration issues including H1bs, TN’s, L-1 Visas, B visas, and green card processes.

KNOWLEDGE SKILLS AND ABILITIES:

· Demonstrated knowledge of applicable laws and regulations related to Human Resources and general business practices. Excellent understanding of CA state law required.

· Demonstrated knowledge of multiple human resource disciplines (employee relations, benefit administration, recruitment, compensation, etc.)

· Proven ability to handle sensitive/confidential information and situations with diplomacy, patience and tact.

· Have a proactive problem-solving attitude to be able to identify, address, and resolve issues.

· Excellent planning and prioritization skills; strong attention to detail.

· Customer service focused with effective oral, written, and interpersonal skills.

EDUCATION, CERTIFICATION, TRAINING AND/OR MINIMUM QUALIFICATIONS:

· 5 years prior experience in an HR Generalist role, high-tech environment strongly preferred. 

· Bachelor’s degree in Human Resources/Business or equivalent. 

· PHR certification preferred.

· Must be self-motivated and able to work independently with minimum supervision on a small multi-tasking HR team.

· Excellent MS Office and HRIS administration skills.
