NACE Career Readiness Workshop

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

« Career self-development » Leadership

« Communication * Professionalism
* Critical Thinking « Teamwork

« Equity & Inclusion « Technology

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.
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The National Association of Colleges and Employers

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

Research shows there is a mismatch

in what competencies graduates
think they have versus what
employers observe.

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

9
(=]

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.



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.
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ldentify the eight competencies in a resume and cover

Sample 1: Mechanical Engineering Undergraduate

Resume
Sample 1: Mechanical Engineering Undergraduate .
Cover Letter John D. Smith
Bozeman, MT 59717 | 408.555.2323 | john.d smith@email com | linkedin.comfin/john-s mith-25 4
John D. Smith \ PROFE SSIONAL PROFILE
Bozeman, MT 59717 | 406.555.2323 | john.d.smith@email com | linkedin.convin/john-smith-25 mctivated Senior Mechanical Engineering student with experience applyi and
professional and eam-oriented settings. Skilled in using Sold 30,
3 R0, ADTOCALD, Pro-E CREOQ, LabVIEW, ANSYS, and NI modules. Denms'led d:ilny to
September 18, 2022 [(eetEwor TeTTesTE snaoveres project ]
Donald Johnson EDUCATION
glrj:yng s@%‘;f&sotedor Bachelor of Scpnce Dhchancd Engineering (GPA: 3.65) Expected: December 2023
6600 Peachtree Dunwoody Rd. NE P,
Sandy Springs, GA 30328 JR—
Dear Mr. Johnson, RELEVANT PROJECTS
/ Senior Cap stone Project - Optical Table Moving Device August 2022 - May 2023
\ . Client: Quantel USA Inc. Bazeman, MT
The opportunities your firm offers for a career inthe on = . = . e -
Postell's reputation for strong continued growth, are two of the reasons | am applying for this postio -
t Boeing provided excellent exposure to the Eo ect Eases of L~ . . .
N o1y, evduatlon design, and layout. Many times|[Twas gven auto Junior Design Propa -.choh'Cooe'ol Car January - May 2022
land did so successfully without survus:on Atthe same t CouseTitle: Multidis ciplinary Design _ Bazeman, MT
0 Utilized AutoCad and SolidWorks to des
allowed me to demonstrate W which | believe will be an asset at Gray and e ouse
Postell s
| RELATED WORK EXPE RIENCE
As aJob Site Foreman for Sparrow's Nursery and Landscaping in Bozeman, Montana, | 3 & =
This included edules with Mech anical Engineering Intem May - August 2022
mulfiple job site contractors to ensure salety of all workers and timely Completion of landscaping work. The Boeing Company : ) < ) Renton, WA
/ In addition, | succesdfully planned project installations andwmﬁn the limits of a budget. O Workedin the Shared Services Group with an emphasis on buikling systems
| look forward to applying and further developing my leadership and projed management skills at Gray O Participated with numerous projects requiring: small mechanical design, HVAC systems,
and Postell. and AutoCAD design and documentation
O Operated in a cross-functional designteam tcfouﬂsﬂoo!gqn Bsues |
CAD Lab/ME Design Lab Assistant September 2021 - May 2022
Morur- State U nivers ity Mechanical Engineering Dcpm-nn Bozeman, MT
Sincerely,
August 2019 - Present
JohnD. Smith
August2019- Present
/ December 2019 - Present
ADDITIONALWORK E XPERIENCE
Foreman, Sparrow's Nursery & Landscaping, Bazeman, MT May 2020 - August 2023 (Summers)
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ldentify the eight competencies in a resume and cover

Sample 2: Bachelor of Science in Animal Science - Equine Science

Sample 2: Bachelor of Science in Animal Science - Equine Science
Resume

Cover Letter

Aiyana Spotted Eagle
- O aryana i o 59715
Aiyana Spotted Eagle (406) 555-3555 O atyana2400@email com C Bozeman Mbntana 5971

~ Education

Bozeman, MT 59715 406.555.5555 aiyana2400@email.com Expected May 2023
November 29, 2023 /

Work Experience /
B v Honhe Nk —

8993 East Kalispell Ave
Bigfoot, MT 59936

~ Assist vetennanans 1n / ntments waith treatment of wounds. exams. and Gagnosts
go%mm&e. Ea ;eces,ag uane m Toranalyss
\ % igently care for boarded horses, mc?! feeding, watening, stall cleaning, and treatments
Mamtamn rec record inventory. and assistin front office work
oV

excellent customer service and Compassionate SUpport to clients

Rear Dr. Randolph,

Ranch Hand (Intermittent/ Seasonal) May2012 - Present
Triple B Ranch - WolfPoint, MT
Assist in dryland farming and c ow-calf operation

Wean calves using low stress w methods
Tepar #ncing me elec Wire, ang won fences
Clean stalls and perform general maintenance and repairs

Sales A ssociate/Cashier May 2018 - August 2019

1\bnm53% yand Materials - Bozeman, MT' :
Ut stathon and e Mciently served Customers paying Tor ems

Ensured customers found the right products for their specific livestock and pet nesds

join a team that prioriuzes compassuon and understa mg or each and every pabenl while /
achieving treatment excellence.

=

My wotk axperience at Anderson Veterinary Clinic provided me valuable experience where |

é

Professional Affiliations & Leadership
Praﬂql & \(mi)et. Pre-\ eterinary Club, Montana State Univesity

Avgust 2019 - Present

straleles using social media to| Ba
as d
Valley Animal Shelter where | have made[v

/ | believe | am an exceptional match for the Equine Veterinary Clinic. With my boundless ne
enthusiasm, love for horses, cats, and a commitment to community, | will make a positive
contribution to your team. Thank you for your time and consideration. | look forward to hearing

35' &unng fall ‘0"1 semester

from you! [~ sl
Collegiate Stockgrower s, Montana S tate University September 2019 - May 2020
- ; C Developed comprehensive knowledge of the Montana beef industry
incerely,

YVolunteering & Community Service

| Cat Care Handler, Heart of the V alley Animal S be lter, Bozeman, MI| September 2020 - Present
Aiyana Spotted Eagle ) er, Human Resource Devel t Z2man, March - Apn12021
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ldentify the eight competencies in a iob listing

Sample 1: Example Job Listing
Business Operations Manager

Business Operations Manager

Brief Position Overview

The Business Operations Manager provides high-level administrative and operational
support to the CEO of BFT Corporation. Coordinates with the Budget & Fiscal Manager on
budgets. Coordinates payroll reconciliation, accounting, and budgeting functions as
appropriate. Prepares budget for corporate programs, including conferences and/or

\ business trips.

usiness Operations

Works closely with the CEO to facilitate overall operations.

Organizes and coordinates meetings, prepares necessary materials, and/or
_delegates tasks as appropriate. /
[Researches and resolves problems, gathers facts and data to make informed

decisions and provides information and recommendations to the CEQ.
Provides operations data to others and Implements Gecisions.

Works on special projects and takes the lead as assigned by the CEO and/or CFO.
Oversee the corporate technology purchasing activities

.
.
.
-
.
\N.and Qualifications - Experience, Education, Knowledge & Skills
-
s

The Successful Candidate Will
* Thrive in an “open door" environment and be able to establish and maintain
accessibility and maintain productive and positive working relationships with
various constituencies.
. aintain and Improve the organization’s reputation.
¢ [DEMONSIAE CXCEEnt WiTten and n-person communicaton skius and .|
interpersonal skills with the ability to articulate detailed information and policies
both verbally and in writing to a wide variety of constituents,
/ Tong organizational, prioritizing and tme management sKills. ADINIty Lo accomplsh
/ many dissimilar tasks in a highly demanding environment while maintaining a | =
pleasant demeanor.
Aptitude for problem-solving and facilitating the work of others. Ability to manage
sensitive situations and complex and confidential information with discretion by
| applying strong analytical skills and good judgment.
meimemﬂea,indmjing the broader public.
o [REPTESENT NG OTRATIZATION 1T &8 PIoTEssIoNat Ang CouTTeous manmner. |
. mmugh continuing education and professional

/ development.
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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.

M MONTAN A Allen Yarnell Center
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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.

Technology Teamwork Professionalism Leadership
rstand and leverage i intai nowing work environments Recognize and capitalize on
technologies ethically to enhance differ greatly, understand and personal and team strengths to
iencies, com| asks, al onstrate effective work achieve organizational goals.
plish goals. terest

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

Identify and respond to needs Clearly and effectively exchange Development
based upon an understanding of information, ideas, facts, and Proactively develop oneself and one's
nal

E::'i‘sty‘i:nflt:sion Critical Thinking Communication Career & Self B ) R esources to ex p | ore at I\/I S U

situational context and logical perspectives with personsinside | | career the
analysis of relevant information. and outside of an organization. | | and prof
f one’s
atio . L]
netw
and without rganizati

Allen Yarnell Center
for Student Success
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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.

Communication

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

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.




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?

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

M MONTANA Allen Yarnell Center
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Communication

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

M MONTANA | Atten Yarnell Center
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Critical Thinking

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 Al 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

M MONTANA | Allen Yarnell Center
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Equity & Inclusion

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

M MONTANA Allen Yarnell Center
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Technology Teamwork Professionalism Leadership
Understand and leverage Build and maintain collaborative Knowing work environments Recognize and capitalize on
technologies ethically to enhance relationships to work effectively differ greatly, understand and personal and team strengths to
efficiencies, complete tasks, and toward common goals, demonstrate effective work achieve organizational goals
accomplish goals. while appreciating diverse habits, and act in the interest of -

viewpoints and shared the larger community and

responsibilities. workplace.




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?

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

M MONTANA | Atten Yarnell Center
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Professionalism

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

M MONTANA | Atten Yarnell Center
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Teamwork

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

M MONTANA | Atten Yarell Center
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Technology

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

MONTANA | Atten Yarnell Center
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Check off your transferable skills!

Transferable Skills Checklist

Check off those skills you already have...Use these to help build your resume.

Interpersonal Skills 0 Interviewing Skills o0 Advanced Writing Skills
Able to interact successfully with Asks and responds to questions Able to select, interpret,

a wide range of people; know effectively; able to make others organize and synthesize key
how to interpret/use body feel relaxed and to create a ideas; able to edit a written text
language feeling of trust to ensure that the message is as
Oral Communication Skills O Customer Service Skills clear, concise and accurate as
Presents information and ideas Able to build relationships of possible

clearly and concisely with mutual trust with clients; able to 0 Research Skills

content and style appropriate for handle complaints/concerns in a Knows how to find/collect

the audience; presents sensitive way relevant background
opinions/ideas in an open, o Care-Giving Skills information; able to analyze
objective way Able to empathize with others; da}a, summarize findings and
Public Speaking Skills able to give sensitive care to write and report

Able to present formally; present people who are sick/elderly, or o0 Language Skills

ideas, positions and problems in have severe disabilities Functionally bilingual; able to
an interesting way 0 Analytical/Logical Thinking translate/interpret a given
Counseling Skills Skills language

Responds to others in a non- Able to draw specific 0 Advanced Computer skills
judgmental way; builds trust and conclusions from a set of Able to use a variety of software
openness with others observations/set of specific programs; knowledge about
Coaching/Mentoring Skills facts; able to synthesize desk-top publishing/web design
Gives feedback in a constructive information/ideas 0 Technological Skills

way; helps others to increase o0 Critical-Thinking Skills Understands technical systems
their knowledge or skills Able to review different points of and operates effectively within
Teaching/Training Skills view/ideas and make objective theml; .und.erstands technicgl
Able to help others gain judgments; investigates all specifications; reads technical
knowledge and skills; able to possible solutions to a problem, manuals with ease

create an effective learning weighing the pros and cons o0 Performance Skills
environment 0 Creative-Thinking Skills Able to make presentations for
Supervisory Skills Able to generate new ideas, video/television in an interesting
Delegates responsibilities and invent new things, create new way; able to entertain, amuse
establishes an appropriate images or designs; find new and inspire an audience

system of accountability; able to solutions to problems; able to 0 Artistic Skills

monitor progress and assess the use wit/humor effectively Uses color and design

quality of performance of others 0 Problem-Solving Skills creatively; able to design
Leadership Skills Able to clarify the nature of a displays and publicity material
Motivates and empowers others problem, evaluate alternatives, 0 Perceptual Skills

to act; inspires trust/respect propose viable solutions and Able to visualize new formats
Persuading Skills determine the outcome of and shapes; estimate physical
Communicates effectively to various options . space

justify a position or influence a o Decision-Making Skills o0 Mechanical Skills

decision; able to sell Able to identify all possible Able to install, repair, operate
products/promote ideas options, weigh the pros and and monitor the performance of
Negotiating Skills cons, assess feasibility and equipment/mechanical devices
Able to negotiate skillfully; choose the most viable option 0 Adaptability/Flexibility Skills
knows how/when to make o Planning Skills Capacity to adapt to new
compromises Able to plan projects, events and situations and settings and to
Mediation Skills programs; able to establish tolerate change well; flexibility to
Able to resolve conflicts of objectives/needs, evaluates adapt to the needs of the
different perspectives or options and chooses best moment

interests; able to deal with 0 Organizational Skills o Administrative/Clerical Skills
conflict in an open, honest and Able to organize information, Able to operate computers/other
positive way people or things in a systemic basic office equipment; able to
Financial Skills way; able to establish design/maintain filing control
Able to keep accurate financial priorities/meet deadlines systems

records; able to manage a

budget

Career, Internshij t Employment Services
ana.edu/careers

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

Career & Self Development Leadership

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

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.

Professionalism

Communication

Clearly and effectively exchange information, Knowing work environments differ greatly,

ideas, facts, and perspectives with persons understand and demonstrate effective

inside and outside of an organization. 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.

Critical Thinking

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

Technology

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

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.
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