
Responding to a Job Ad 

Before you draft your cover letter, you’ll want to analyze the job ad, and understand the skills the 
position calls for. Begin by selecting a job ad or description that interests you. Next, follow the steps 
outlined in this exercise to identify required job skills and qualifications, and explain how your past 
experiences demonstrate your competency.  
 

1. Identify skills and qualifications from the job ad. 
Read through the job ad and identify words or phrases that express required skills or qualifications.   
Examples may include “strong communication skills” or “ability to juggle multiple priorities,” or 
attitudes and traits such as “an attention to detail” or “optimistic and goal-oriented.” Other language 
may be a bit harder to interpret such as “exercise professional skepticism” or “ability to work with 
diverse stakeholders.” 

 
2. Say it your own words.  

Here’s where you make sense of the language you selected in step one.  
Ask yourself: How can I interpret this skill or qualification? What does it tell me about the company’s 
priorities? What is the firm looking for? 
Remember that the meaning will change based on the job context. For instance, “ability to take 
initiative” will translate into one thing for a front desk position at a doctor’s office, and something 
quite different for a research assistant position in a lab.  
 

3. Give an example of how you demonstrated this skill or qualification.  
Here’s where you prove that you have the required competencies.  
Select professional, academic, and/or extracurricular experiences you’ve had that showcase your 
abilities. Don’t just list your responsibilities or accomplishments, but provide specific examples of 
tasks, projects, issues, or situations you’ve handled.   
 

4. Tie your experience back to the specific position. 
Here’s where you tie your ideas back to the company or organization.   
Ask yourself: Given my experience, why am I a good match for this company?  
Explain how your experience will be valuable to the organization, and what you can contribute to the 
new role.  
 
 

After selecting a job ad that interests you, you’ll try this process yourself on the next 
page… 

 

 



After reading the job ad, jot down a few points in the columns below.  

Identify a required skill or 
qualification from the job 
ad. 

Say it in your own words.  
(How can I interpret this? What does it 
tell me about the company’s priorities? 
What is the firm looking for?) 

Give an example of how you 
have demonstrated this skill 
or qualification.   

 

 

  

 

 

  

 

 

  

 

 

  

 
 

Next, write a few sentences that tie your ideas back to the specific position and company. 
Ask yourself: Given my past experience, why am I a good match for this company? How can I 
contribute to this position/company/role? 

 

 

 


