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JOB ADVERTISEMENTS 

 

Responding to advertised job postings in the media or online is a 

necessary activity in today’s job market. However, it should represent a 

small percentage of your overall search campaign, and be used only in 

conjunction with more proactive strategies such as networking. Job 

Seekers who primarily or exclusively use this strategy may feel quite busy, 

but yield few tangible results. 

 

It is important to set up Job Lead Alerts in the early part of your job search 

campaign (see Establish Targets). While most job leads may post for 

weeks or months, employers typically pull the first resumes that are submitted to start the interview process. 

Therefore, it is critical that you apply to the job lead as soon as possible after it is posted. 

 

To enhance the effectiveness of your submission, you will want to optimize your resume to meet the desired 

qualifications and requirements of the position. Print the job lead and use a highlighter to review the job lead details, 

highlighting prominent or repetitive key words and phrases. Then review your resume and ensure that you are using 

the same key words and phrases in your resume and have effectively showcased your qualifications to match those 

that are presented in the job lead. If you are asked to present a cover letter, be sure to address how you meet the 

qualifications in a bulleted list. Do not worry if you do not possess all of the qualifications listed. If you feel you are a 

strong candidate, submit your resume. 

 

Another great utilization of job advertisements and job boards is to gauge the big picture of hiring organizations. 

Which companies are hiring many different types and levels of positions? This could signal growth. Look for 

advertisements or numerous listings, which may show new companies moving into your targeted geographic area. 

You may also research the average salary ranges in your particular function/industry and the key qualifications most 

organizations are seeking, as well as to pick up “buzz” words to use in your written and oral communication. Keep in 

mind that the job advertisements are used primarily to generate prospects for lower to mid-level positions. The 

higher you are in professional and salary level, the less likely you are to see advertisements for your function. 

 

Beware of advertisements that sound too good to be true. Job boards are often filled with recruiters and employment 

agencies trying to fill their data pools for future job orders, and with “get rich quick” opportunities that may be worth 

exploring, but don’t usually pan out for a job seeker. 

 

 

Tips for Making Job Advertisements and Job Boards Work More Effectively in Your Search: 

 

• Respond to advertisements as quickly as possible. 

• Create a cover letter specifically for that company or opportunity. 

• Demonstrate how you meet each listed qualification. 

• Optimize your resume as necessary to show your fit for the position. 

• Take a proactive approach to identify the hiring manager and follow-up directly through a networking contact. 

RESPOND TO JOB LEAD ADVERTISEMENTS 
 


