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QUALIFICATIONS TRAINING
Trainer:  Val Moeller



Statement of Qualifications (SOQ)
 The SOQ is a tool used to emphasize 

the job seeker’s knowledge, skills and 
abilities (KSA) for the job to which he 
or she is applying. This tool is 
intended to attract the reader and 
demonstrates writing skills and 
highlights job related qualifications

WHAT??

Presenter
Presentation Notes
Here Catherine will read (or ask audience to read) SOQ definition. 



To write a SOQ, you need 
to: Understand the position

Presenter
Presentation Notes
This is some times tricky. Your first step is to make sure you understand the position. You should be referencing 3 different documents:  The job announcement The position statement or scope of the jobThe original test information for the classificationThese documents will help you to understand the Skills, Knowledge, and Abilities for the position. 



Job Announcement

Presenter
Presentation Notes
This is the Job announcement which we are all familiar with, depending on how much detail is in the job description you maybe able to gain everything you need from this.  



REVIEW YOUR POSITION 
STATEMENT



Review the Job Description 
(SCOPE) for which you are applying



KSAs...
Knowledge, Skills and Abilities

• A list of special qualifications and personal attributes that 
you need to have for a particular job.  

“These are the unique requirements that the hiring agency wants to find in
the person selected to fill a particular job. A primary purpose of KSAs
is to measure those qualities that will set one candidate apart from the
others.”

• KSAs are defined as the factors that identify the better 
candidates from a group of persons basically qualified for 
a position.  

• How well an applicant can show that he or she matches 
the position’s defined KSAs determines whether that 
person will be seriously considered for the job. 

Presenter
Presentation Notes
Read the italic statement about the primary purpose of the KSAs. 



Setting up your SOQ
 Using the KSAs, pull out key words that you 

can use when writing your SOQ.
 Philosophy of EDD
 Communication
 Data analysis
 Personnel practices
 Partnership
 Team building

Then show examples of how your 
experience, education and expertise 
meet these topics.



KSAs……
EMPLOYMENT DEVELOPMENT DEPARTMENT 

Title: ASSOCIATE GOVERNMENTAL PROGRAM ANALYST
Salary: $4,400.00 - $5,348.00

Posted: 11/05/12 

Job Description:
Under the direction of the Staff Services Manager I, the incumbent performs the full range of associate level 
analytical work and is responsible for performing the more responsible, varied and complex technical work
within the Program Support Unit. The incumbent will serve as a lead analyst to ensure the accomplishment 
of the following objectives: 

California Workforce Services Network (CWSN) Education - Prepare and deliver training pertaining to the 
CWSN, ensuring a basic level of knowledge and competency across staff, job seekers and employers. 
Support and recruit, as needed, a network of super trainers via training modules, skill building exercises and 
continued assistance. Prepare or assist in the creation of instructions, user guides, training guides and other 
documents pertaining to CWSN education 

Coordinate semiannual statewide user group meetings with Local WIA (LWIA) and EDD field staff. Validate 
and provide feedback to vendor for all vendor originated training documents. Utilize technology to best 
deliver training and to minimize travel requirements. 

http://www.edd.ca.gov/careers


Which of the following is an element 
of a Statement of Qualification? 

A. Heading

B. Summary of Past Experience

C. Training/Education

A. All of the Above



Elements of the SOQ

1. Heading

2. Opening paragraph

3. Summary of current role

4. Summary of past experiences

5. Training/Education

6. Personal characteristics and competencies

7. Closing



Heading

• Applicant’s name and contact information

• Date

• Agency job posting contact information

• Position information applying for

• Formal salutation

Presenter
Presentation Notes
The heading may not be required in the EDD SOQ but for other agencies it may be. This shows what can be included. 



Opening Paragraph

• Professional Greeting

• Position for which candidate is applying

• Number of years of professional experience

• Informs the reader why you are writing

Presenter
Presentation Notes
Here talk about a powerful opening statement. Ask the audience to think about there 30 second elevator speech. 



Summary of Current Role
 Current title
 Current division and agency
 Current responsibilities and how they relate to the 

new position

As a Payroll Analyst in the Unemployment Insurance 
Branch at the Employment Development Department 
(EDD), I am responsible for keeping track of leave 
balances, act as liaison for more complex employee 
issues, handle sensitive information, and generate 
multiple ad hoc reports for Upper Management.  I 
conduct new employee on-boarding.



Summary of Past Experience
• Consider Desirable Qualifications
• Tailor experiences accordingly
• Use active voice vs. passive voice

Example A:
o I will clean the house every Saturday. (active)

o The house will be cleaned by me every Saturday. (passive)

Example B:
o The unit was managed by me and I implemented new procedures 

during this time.

o I managed and implemented new procedures in the unit.

Presenter
Presentation Notes
Give dictionary meaning of active and passive voice:�Active VoiceA feature of sentences in which the subject performs the action of the verb and the direct object is the goal or the recipient: The mechanic fixed the car.Passive VoiceA feature of sentences in which the object or goal of the action functions as the sentence subject and the main verb phrase includes the verb to be and the past participle: The car was fixed by the mechanic.	



Summary of Past Experience

Presenter
Presentation Notes
Example is next slide



Training/Education

• Emphasize skills and training 
development

• Highlight formal educational background

• Certifications or other informal education

• This is an optional section

Presenter
Presentation Notes
Everything about your education need not go here, just relevant to the job. 



Training/Education

Presenter
Presentation Notes
Here is a sample of training/education statement



Closing
• Summarize

• Ask for an opportunity to discuss or be 
considered for an interview

• Provide contact information

Presenter
Presentation Notes
Strong closing.



Additional tips
• Proofread, proofread, proofread!!  No spelling 

errors allowed!
• Keep your statements concise but with enough 

information to get your point across to the reader
• Keep it to no more than 2 pages
• Font should be NO less than 10pt, preferably 12pt
• Include your name and the position you are 

applying for on each page:  e.g.
Sam Spade

Employment Program Manager I

Presenter
Presentation Notes
Note using headers and footers may be helpful. Have more than 2 people read your SOQ before you send it in. Remember Errors count here just like in baseball.



Resources

• Purdue Owl 
https://owl.english.purdue.edu/owl/

• Gregg Reference Manual (local library 
or online)

Presenter
Presentation Notes
HRSD website has competency matrix and KSA skill matrix. Purdue Owl is an online writing lab website. Can assist you in your development as a writer no matter what the skill level. 



to all of you!!
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