
JOB AD
The double title level indicates the organization is considering different levels of experience. 

The reporting structure is important for identifying where the position falls in the organization. 
Be sure to research the people currently in the listed roles for an understanding of the 

leadership team and those with whom you will collaborate.

The duties described in this sentence align with those in the bulleted lists of responsibilities. 

Some job descriptions indicate the department or area within the larger organization in 
which the position will report. Be sure to research both the organization and center for clues 

to customize your application materials.

This indicates a further level of administration within the larger organization. Read job 
descriptions carefully to determine where the position will be housed.

The three areas listed here are slightly different from the bulleted breakdown of 
responsibilities further below, and provide a clue as to the priorities of the position.

Note that these specific responsibilities are not listed in the bulleted breakdown below. 
When creating application materials, preparing for interviews, or planning for success in the 

position, the entire job description is fair game. 

There is a large amount of teamwork and collaboration in this position. Experience working 
in such an environment should be emphasized in the resume and cover letter.

Don’t worry if you have never planned or implemented a “major event” (for example). Job 
descriptions describe the “ideal” candidate, and someone with that exact combination of 

skills and experiences may not even exist let alone be interested in applying for this 
particular position at this place and time. If you feel you are 60% qualified, go ahead and 

apply. In this case, if you planned smaller events, that experience can be relevant (and 
employers often allow for growth in a position).

Take note of the word choice here. It emphasizes the role as a leadership position rather 
than strictly hands-on. 

When a job description is broken down into categories like this, the professional summary 
section of the resume can easily be customized to showcase the most important/relevant 

skills. Pay attention to the percentages, as some areas may not be as balanced as in this one 
and could require greater emphasis.



Another example of skills and traits that can’t easily be listed on a resume. However, if you 
have experience working with “confidential” information, then you can be seen as an 

honest and discreet individual. 

This opens the door for a wide variety of educational backgrounds, especially if combined 
with relevant work or research experience. 

Don’t let numbers like this intimidate you. Your graduate school experiences can add up. 
Unless you are significantly outside of the listed number of years (even when including 

graduate school), go ahead and apply within reason. Make the case for why your 
experience is relevant and beneficial, and let the employer decide someone else is more 

qualified. 

Take listed preferences seriously. While they will consider candidates without it, anything 
you can do to show you align with these experiences will help you ensure consideration.

Unfortunately this rules out most scholars studying on F-1 and J-1 Visas. Speak to your 
International Student Services office if you have questions about employment authorization.

Most of the items listed in this section (other than “supervisory experience”) are subjective, 
intangible, “soft” skills or traits. These can be quite difficult to show on a resume in a tangible 
way, since you can’t just make claims like “I’m a mature, self-motivated, team player.” The 
reader needs to see actual teamwork experiences listed (for example). Many of the less 

tangible qualities are ascertained through the interview process rather than the resume and 
cover letter, but the employer must see that a foundation is in place for generating the 

qualities. 

One way employers determine a candidate’s attention to detail is by studying how closely 
the candidate follows the application instructions. It is not common for them to request the 

resume and cover letter combined in one document, and a carelessly quick skim of the job 
description could cause you to miss important details. Read carefully, and follow through on 

any quirky or uncommon processes or requirements.

This is very common at most organizations. If it required “security clearance” on the other 
hand, that can delay the hiring process significantly.
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