How to Read a Job Ad

When searching for a new job, one of the most important things to do is to carefully read the
job advertisements you come across. A job advertisement can provide a wealth of information
about the position, the company, and the qualifications required. In this article, we’ll explore
some tips for reading a job advertisement and tailoring your resume and cover letter to the job
ad.

Read the Job Advertisement Carefully

The first step in reading a job advertisement is to carefully read the entire posting. Look for
specific qualifications, experience, and skills that the employer is seeking, as well as any specific
duties or responsibilities that will be required of the successful candidate.

Understand the Company’s Culture

It’s important to get a sense of the company’s culture and values by reading the job
advertisement. This can give you an idea of what the company is looking for in a candidate and
whether you would be a good fit for the company. Consider the company’s mission statement,
values, and any information provided about the company’s culture in the job posting.

Tailor Your Resume and Cover Letter

Once you have carefully read the job advertisement and understand the company’s culture, it’s
time to tailor your resume and cover letter to the job ad. Highlight the qualifications, skills, and
experience that are most relevant to the position, and use specific examples to demonstrate
how your experience and skills match the job requirements.

Be Strategic with Keywords

Many job advertisements include specific keywords that are relevant to the position. Use these
keywords strategically in your resume and cover letter to show that you understand the
requirements of the job and have the skills and experience necessary to succeed in the role.

Highlight Your Achievements

In addition to highlighting your relevant skills and experience, it’s important to showcase your
achievements. Use specific examples to demonstrate how you have successfully performed
similar duties or responsibilities in the past, and how your contributions have positively
impacted your previous employers.

Aspen University Career Resource Center, 2023



Proofread Your Application Materials

Finally, it's important to proofread your resume and cover letter carefully to ensure that there
are no spelling or grammatical errors. A well-written and error-free application can demonstrate
your attention to detail and your professionalism.

Reading a job advertisement carefully and tailoring your application materials to the job
requirements can significantly increase your chances of success in the job search process. By
understanding the company’s culture, using keywords strategically, highlighting your relevant
skills and experience, showcasing your achievements, and proofreading your application
materials, you can demonstrate that you are the right candidate for the job. Good luck in your
job search!
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