
NACE Career Readiness Workshop
The NACE competencies are the skills that employers are looking for in college graduates.

Research shows there is a mismatch in what skills graduates think they have versus what employers observe.
GOAL: Promote action to develop competencies to be career ready!

Examine competencies to identify areas that need growth to become a better candidate for a particular career field.

Exercise 1: Identify the eight competencies in a faux cover letter and resume.
Exercise 2: Identify the eight competencies in a faux job listing.
Exercise 3: Use Competency Card Deck to rank skills, identify lowest ranked competencies that need growth.
Exercise 3: Identify your Transferable skills on a checklist and reassess your card deck rankings.
Exercise 4: Use Card Deck to take action to improve competencies and guide resume, cover letter, and interview prep.

• Leadership
• Professionalism
• Teamwork
• Technology

• Career self-development
• Communication
• Critical Thinking
• Equity & Inclusion



The National Association of Colleges and Employers

The NACE competencies are the skills 
that employers are looking for in 
college graduates.
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in what competencies graduates 
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Strategies to grow your Competencies:
Examples: ways to Double, Triple up!

Critical thinking & communication
Talk about problem, situation, or idea.

Career and self development & professionalism

Teamwork & leadership
Both can incorporate inclusivity.

Communication can hinge on technology.



Identify the eight competencies in a resume and cover



Identify the eight competencies in a resume and cover



Identify the eight competencies in a job listing



Print your own NACE competency card deck!

• Print slides 9-10; 11-12 to make your own card deck!
• Print double sided on the long edge to match front and back.



Use Competency Card Deck to rank your own competencies:
Part 1: Identify three highest competencies.

Part 2: Identify three lowest ranked competencies.

Front of card: 
Description of the 
competencies.

Back of card: 
A) Have you ever?
Examples of the competencies.

B) Resources to explore at MSU 
et al. to develop competency.



Career & Self
Development

Proactively develop oneself and one’s 
career through continual personal 
and professional learning, awareness 
of one’s strengths and weaknesses, 
navigation of career opportunities, 
and networking to build relationships 
within and without one’s organization. 

Communication
Clearly and effectively exchange 
information, ideas, facts, and 
perspectives with persons inside 
and outside of an organization. 

Critical Thinking
Identify and respond to needs 
based upon an understanding of 
situational context and logical 
analysis of relevant information. 

Equity & Inclusion
Demonstrate the awareness, 
attitude, knowledge, and skills 
required to equitably engage and 
include people from different local 
and global cultures. Engage in 
anti-racist practices that actively 
challenge the systems, 
structures, and policies of racism. 



Career & Self
Development

Have you:
• Networked?
• Made a resume/cover letter?
• Had an internship?
• Made a plan for your future?
• Thought about your strengths?
• Thought about your 

weaknesses?
• Explored your personal values?

Communication Critical Thinking Equity & Inclusion

Resources to explore
• Meet with MSU career coach
• Attend a career workshop
• Networking events
• Have your resume and cover letter 

reviewed
• Practice for job interview with a 

career coach
• Get a part-time job on campus

Have you:
• Given an elevator pitch?
• Moderated a social media 

channel?
• Given a toast/dinner speech?
• Asked a question in class?
• Used body language to 

communicate?
• Made a sign?
• Gave a presentation in class?
• Proofread a friend’s paper?

Resources to explore
• MSU Writing Center
• MSU Debate Ethics club
• MSU Toastmasters club
• Participate in a marketing campaign
• Volunteer for a political campaign 

making calls or canvassing
• Offer to proofread others work

Have you:
• Solved a difficult problem?
• Anticipate someone’s needs?
• Taken a logic class?
• Interpreted a graph?
• Multitasked on a project?
• Solved a puzzle?
• Averted disaster using quick 

thinking?
• Recognized a scam or identified 

misuse of AI on the internet?

Resources to explore
• MSU Debate Ethics club
• Participate in a research project
• Field experience
• Take a logic or philosophy course
• Engage in classroom discussion
• Attend seminars to get exposure 

on how others solve problems

Have you:
• Reached out to include someone in 

an event that otherwise might not 
be included?

• Asked for feedback from someone 
with a different background?

• Sought out a cross-cultural 
experience?

• Made an effort to be open minded?
• Recognize power/influence 

disparities?

Resources to explore
• Join Diversity and Inclusion 

Student Commons (DISC) or 
become a DISC ambassador

• Safe Zone training
• Volunteer with an organization 

that serves underprivileged or 
disadvantaged groups

• Explore studying abroad



Leadership
Recognize and capitalize on 
personal and team strengths to 
achieve organizational goals. 

Professionalism
Knowing work environments 
differ greatly, understand and 
demonstrate effective work 
habits, and act in the interest of 
the larger community and 
workplace. 

Teamwork
Build and maintain collaborative 
relationships to work effectively 
toward common goals,
while appreciating diverse 
viewpoints and shared 
responsibilities.

Technology
Understand and leverage 
technologies ethically to enhance 
efficiencies, complete tasks, and 
accomplish goals. 



Leadership
Have you:
• Ever run for student government?
• Have you ever taken charge in a 

group project?
• Inspired others?
• Served as a mentor?
• Delegated and empowered 

others to achieve a common 
goal?

• Been a supervisor at your job?

Professionalism Teamwork Technology

Resources to explore
• MSU Leadership Institute 
• Student Government, ASMSU, 

Associated Students of MSU are 
looking for leaders

• Take a leadership workshop
• Participate in community 

leadership opportunities

Have you:
• Always been on time for work?
• Fulfilled your job responsibilities?
• Acted with integrity and self-

accountability?
• Completed a task in a timely 

manner?
• Wrote a professional email?
• Have great work references?
• Noticed that you are 

dressed/groomed for your job?

Resources to explore
• Join a professional organization 

within your career field
• Get an internship to showcase your 

professionalism
• Get a professional headshot
• Become better organized
• Engage in a mock interview

Have you:
• Volunteered with a group of 

people?
• Have you ever played sports?
• Worked on a group project?
• Effectively managed a conflict?
• Been flexible and compromised?
• Built positive relationships at 

work?
• Shared credit/recognized efforts?
• Looked out for a group member?

Resources to explore
• MSU clubs and organizations
• Get an internship and build good 

relationships with coworkers
• Volunteer in a group setting
• Participate in team sports
• Class group projects

Have you:
• Used tech to improve your speed 

and efficiency?
• Used wearable tech to measure 

health or steps?
• Averted being phished?
• Learned a new app on your 

phone or laptop?
• Entered data into a spreadsheet?
• Beta tested an application?
• Taken an internet safety or 

privacy tutorial?

Resources to explore
• MSU UIT trainings and 

workshops
• Software training workshops
• Online help desk for help with 

software
• Online certificate program



Check off your transferable skills!

 

 
 

□ Interpersonal Skills 
Able to interact successfully with 
a wide range of people; know 
how to interpret/use body 
language 

□ Oral Communication Skills 
Presents information and ideas 
clearly and concisely with 
content and style appropriate for 
the audience; presents 
opinions/ideas in an open, 
objective way 

□ Public Speaking Skills 
Able to present formally; present 
ideas, positions and problems in 
an interesting way 

□ Counseling Skills 
Responds to others in a non-
judgmental way; builds trust and 
openness with others 

□ Coaching/Mentoring Skills 
Gives feedback in a constructive 
way; helps others to increase 
their knowledge or skills 

□ Teaching/Training Skills 
Able to help others gain 
knowledge and skills; able to 
create an effective learning 
environment 

□ Supervisory Skills 
Delegates responsibilities and 
establishes an appropriate 
system of accountability; able to 
monitor progress and assess the 
quality of performance of others 

□ Leadership Skills 
Motivates and empowers others 
to act; inspires trust/respect 

□ Persuading Skills 
Communicates effectively to 
justify a position or influence a 
decision; able to sell 
products/promote ideas 

□ Negotiating Skills 
Able to negotiate skillfully;  
knows how/when to make 
compromises 

□ Mediation Skills 
Able to resolve conflicts of 
different perspectives or 
interests; able to deal with 
conflict in an open, honest and 
positive way 

□ Financial Skills 
Able to keep accurate financial 
records; able to manage a 
budget 

 
□ Interviewing Skills 

Asks and responds to questions 
effectively; able to make others  
feel relaxed and to create a 
feeling of trust 

□ Customer Service Skills 
Able to build relationships of 
mutual trust with clients; able to 
handle complaints/concerns in a 
sensitive way 

□ Care-Giving Skills 
Able to empathize with others; 
able to give sensitive care to 
people who are sick/elderly, or 
have severe disabilities 

□ Analytical/Logical Thinking 
Skills 
Able to draw specific 
conclusions from a set of 
observations/set of specific 
facts; able to synthesize 
information/ideas 

□ Critical-Thinking Skills 
Able to review different points of 
view/ideas and make objective 
judgments; investigates all 
possible solutions to a problem, 
weighing the pros and cons 

□ Creative-Thinking Skills 
Able to generate new ideas, 
invent new things, create new 
images or designs; find new 
solutions to problems; able to 
use wit/humor effectively 

□ Problem-Solving Skills 
Able to clarify the nature of a 
problem, evaluate alternatives, 
propose viable solutions and 
determine the outcome of 
various options 

□ Decision-Making Skills 
Able to identify all possible 
options, weigh the pros and 
cons, assess feasibility and 
choose the most viable option 

□ Planning Skills 
Able to plan projects, events and 
programs; able to establish 
objectives/needs, evaluates 
options and chooses best 

□ Organizational Skills 
Able to organize information, 
people or things in a systemic 
way; able to establish 
priorities/meet deadlines 
 
 

 
□ Advanced Writing Skills 

Able to select, interpret, 
organize and synthesize key 
ideas; able to edit a written text 
to ensure that the message is as 
clear, concise and accurate as 
possible 

□ Research Skills 
Knows how to find/collect 
relevant background 
information; able to analyze 
data, summarize findings and 
write and report 

□ Language Skills 
Functionally bilingual; able to 
translate/interpret a given 
language 

□ Advanced Computer skills 
Able to use a variety of software 
programs; knowledge about 
desk-top publishing/web design 

□ Technological Skills 
Understands technical systems 
and operates effectively within 
them; understands technical 
specifications; reads technical 
manuals with ease 

□ Performance Skills 
Able to make presentations for 
video/television in an interesting 
way; able to entertain, amuse 
and inspire an audience 

□ Artistic Skills 
Uses color and design 
creatively; able to design 
displays and publicity material 

□ Perceptual Skills 
Able to visualize new formats 
and shapes; estimate physical 
space 

□ Mechanical Skills 
Able to install, repair, operate 
and monitor the performance of 
equipment/mechanical devices 

□ Adaptability/Flexibility Skills 
Capacity to adapt to new 
situations and settings and to 
tolerate change well; flexibility to 
adapt to the needs of the 
moment 

□ Administrative/Clerical Skills 
Able to operate computers/other 
basic office equipment; able to 
design/maintain filing control 
systems 

Transferable Skills Checklist 
Check off those skills you already have…Use these to help build your resume. 

 



Use personal NACE card deck for goal setting to improve competencies
Use cards to improve resume, cover letter, and interview narratives


