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Gap Analysis Worksheet
Directions:  

1- Column 1 - List all skills, qualifications, abilities, education, certifications and any professional qualities you possess.  

2- Column 2 - List all qualifications, education levels, certifications and requirements needed for your desired job or further graduate work.  USE AN ACTUAL JOB DESCRIPTION TO FIND THIS INFORMATION.  Or, if applying to graduate school, refer to specifics about the program requirements.

3- Cross out all skills that are matching from column 1 and 2.  

4- For any un-crossed out items in column 2, write action steps in column 3.  

5- Column 4 - Write the expected outcome of those actions.  

6- List people who will be instrumental in accomplishing the anticipated result in column 5.  

	You Have

(1)
	You Need To Have 

(2)
	Action

(3)
	Anticipated Result

(4)
	Key Player

(5)
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