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Getting a job is hard work. Higher than normal unemployment and significant increases in the number of 
college graduates mean that even well-qualified applicants may find it challenging to land the position 
they want. This chapter endeavors to help you set yourself apart – in a positive way – by improving the 
one part of the job search you can control: your application materials.

The sections that follow will help you create and improve your job materials by connecting information 
gleaned from job ads and corporate websites to experience you already have so that you can position 
yourself as uniquely qualified for the position you want.

Rhetorically Reading a Job Ad

The first step in getting a job is finding the one you want. This section will provide strategies for scanning 
job ads for key words and using these keywords and phrases to tailor descriptions of relevant experiences 
for your resume and cover letter.

What to Look for in a Job Ad

A job ad is the way companies let potential employees know what they need and what they want in an 
applicant. The job ad also provides important clues regarding how to talk about your experiences in a way 
that make them attractive to the employer. Your job as an applicant is to read the job ad critically and to 
develop a list of key words, phrases, and information related to the position.

Questions to Ask Yourself about Key Information

 Is there an application deadline?
 What is the title of the position?
 Who should the application materials be addressed to?
 Is this position specific to a particular department within the company?
 What are the requirements necessary to fill this position? (educational requirements, years of 

experience, particular knowledge, etc.)
 What are the responsibilities for this position? In other words, what will you, as an employee, do 

on a daily basis?
 Does the position require teamwork?
 Is this a management position?
 Does the job ad mention writing or communication skills as a part of the position?
 Are there any technical proficiencies required for this position?
 What adjectives does the job ad use to describe the ideal employee?
 How long has the company been operating?
 What is the company’s mission statement?
 What kinds of products or services do they provide?
 What types of clients does the company serve?
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To answer the questions about the company, you may need to do some external research, such as visiting 
the company’s website.

Matching Qualifications to Job Ads

After analyzing your ad for key words, use this grid (created by Meredith Johnson) to organize these key 
words in the “What they want” column according to categories–skills, experiences, education, qualities & 
values. Then reflect on your own skills, experiences, education, and qualities & values. How do they 
match up with the keywords you’ve identified? You probably won’t be able to fill in all the blanks in the 
“What I’ve got” column, but that’s okay.

 
What they want as outlined in the job ad. List from 
most important to least important

What I’ve got

Skills(i.e. hardware/software skills, writing skills, 
building skills, etc.)  

Example Java and database administration X class at USF that covered Java and X class at 
USF that covered database administration

Experiences (i.e. jobs, internships, volunteering, co-
ops, etc.)
 

 

Example 0-2 years experience in  Civil Engineering A co-op at Nederveld Associates, Inc.
Education (i.e. college, high school, seminars, 
workshops, etc.)
 

 

Example College education B.S. from USF
Qualities and values (i.e. hard working, good 
communicator, etc.)
 

 

Example Someone who is responsible Worked as a lifeguard

From: https://writingcommons.org/article/preparing-job-materials-reading-job-ads/ 

https://writingcommons.org/article/preparing-job-materials-reading-job-ads/
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Glossary:

- endeavor sthg.: to try to to something
Experts are endeavoring to locate the cause of the problem.

- to set yourself apart: to show yourself to be different/better than others
Her original ideas set her apart from the other job applicants.

- to glean: to gather information in small steps
The research data was gleaned from various different sources.

- to be uniquely qualified: to have special and exclusive competences
Our customer consultants are uniquely qualified to advise you in this matter.

- resume: CV, a written statement of someone’s qualifications
For professional positions, it is a usual practice to add a resume to your job application.

- cover letter: a letter that is sent with your job application to explain how your skills and expertise 
can add value to the company.
Please upload a meaningful cover letter together with your application form

- applicant: the person applying for a job
She was the only applicant who had the relevant work experience.

- title of the position: the term describing a person’s rank or job in a company
Applicants are asked to mention the title of the position they are applying for in the header of their 
email.

- educational requirements: the schooling or university degree necessary for a job
The educational requirements expected of candidates who apply for this position are relatively high.

- proficiencies: relevant skills, abilities and experience
Employers frequently screen candidates based on their technical proficiencies. 

- mission statement: the description of the purpose or goal of a company or organization
A company’s mission statement is usually shared on its personal website and most used social 
platforms.

- to serve clients: to cater for customers
The business lines of our company work closely together in order to serve our clients effectively. 

- internship: a temporary job taken to gain experience in an area of work
Business students often serve an intership at e-commerce companies.

- co-op (cooperative education): a structured combination of classroom-based education with 
practical work experience
The University of Waterloo has a co-op program with more than 19,000 students and 5,200 
employers.


