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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)

	Ed.M. Arts in Education

	MA degree preferred
	Strength. No action needed; highlight in resume
	
	

	IL Early Childhood License
	Experience working with schools
Understanding of educational issues
	Strength. No action needed; highlight in resume
	
	

	Most professional experience been in schools or with kids

	Experience working with schools

Understanding of educational issues
	Strength. No action needed; highlight in resume & cover letter
	
	

	Edit & proofread written material

· Write children’s books
	Ability to be detail-oriented
	Strength. No action needed; highlight in resume & cover letter
	
	

	Communicate well with key people in organization
	Personal and phone communication skills
	Strength. No action needed; highlight in resume & cover letter
	
	

	Establish culture to support learning

Conduct needs assessment

Assess learning styles and respond accordingly

· Studied academic performance, risk & prevention for urban adolescents

· Created reading program

· Incorporated individual learning objectives into syllabus for IEP/IFSP students

· Developed programs for special needs children

· Coordinated first grade lesson plans

· Taught second grade


	Ability to facilitate communication & understanding of educational & artistic goals among teachers, artists, administrators, school coordinators & parents
	Gray area; opportunity to strengthen
	
	

	Develop educational curriculum & materials

· Developed curriculum using children’s literature as teaching tool

· Designed & facilitated arts education curriculum

· Initiated multi-cultural curriculum
	Ability to design, plan and document programs
	Gray area; opportunity to strengthen
	
	

	Develop plan & set objectives

Set goals & determine courses of action

Visualize concepts & results

· Planned & led after school activities for inner city kids (k-6)

· Served as communication & publicity co-chair for Harvard Alumni of Color Conference

· Run marathons
	Problem solving skills

Experience with middle/high school aged kids
	Gray area; opportunity to strengthen
	
	

	Knowledge of arts in education

· Enrolled in AIE program
	Experience working in the arts
	Gray area; opportunity to strengthen
	
	

	
	Ability to work well under pressure
	Gray area; opportunity to strengthen
	
	

	
	5 years experience
	Doesn’t have
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