
 

 

BUILDING A WINNING STATEMENT OF QUALIFICATIONS 

GOOD LUCK! 

SEE THE OPPOSITE SIDE FOR A SAMPLE SOQ REQUIREMENT 

WHAT IS A STATEMENT OF QUALIFICATIONS (SOQ)? 

• A question or set of questions you must respond to in writing designed for you to 
demonstrate your knowledge, skills, and abilities for a specific job. 

• Required for most state jobs. If it is not included, application may not be considered or may 
be disqualified. 

• It is used as a screening tool and an indicator of interest for most hiring managers. 
• You will include this document with your application and resume when you apply for a state 

job. 
• It is NOT a cover letter or resume. 

 
HOW DO I KNOW WHEN TO CRAFT AN SOQ? 

• Directions for SOQs are always found on the job posting on CalCareers (www.jobs.ca.gov).  
• SOQ directions, topic prompts, and requirements are usually found in the “Special 

Requirements” section of the posting.  

 

HOW DO I CRAFT AN SOQ? 

• Make sure to follow all directions for the SOQ, including font, margin, and page 
requirements. 

• If specific questions are asked, make sure you answer them thoroughly. 
• If the SOQ prompt is broad (example: What makes you qualified for this position?) make 

sure you tailor the response to the specific position you are applying for. 

 

TIPS ON WRITING AN SOQ 

• Research the position and Department you are applying for. 
• Customize each SOQ to each position you are applying for. 
• Do not parrot or summarize your resume or application. 

• Read and re-read the job posting and duty statement before writing your SOQ. 
• Have multiple people review your SOQ. 

 

http://www.jobs.ca.gov/
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