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Whether short or long, job postings contain vital information about how to approach an employer. Identifying 
what the employer really wants requires understanding the different parts of the job posting.

Steps to Deconstructing a Job Posting

Step 1: Print the job posting and any separate job description, if available.

Step 2: ,MKLPMKLX�VIUYMVIH�UYEPM½GEXMSRW�MR�SRI�GSPSV��0SSO�JSV�TLVEWIW�WYGL�EW�±QYWX�LEZI�²�±IWWIRXMEP��±E�QYWX�²�
or “required” to identify what employers cannot live without. If you are missing one or more of these required 
UYEPM½GEXMSRW��GLERGIW�EVI�XLI�IQTPS]IV�QE]�RSX�GSRWMHIV�]SYV�ETTPMGEXMSR��-J�]SY�EVI�GPSWI�XS�E�VIUYMVIQIRX��
WYGL�EW�LEZMRK�RMRI�QSRXLW�SJ�I\TIVMIRGI�VEXLIV�XLER�XLI����QSRXLW�XLI�IQTPS]IV�WTIGM½IW��MX Ẃ�WXMPP�[SVXL�
WYFQMXXMRK�]SYV�ETTPMGEXMSR��%JXIV�EPP��]SY�LEZI�RSXLMRK�XS�PSWI��4LVEWIW�WYGL�EW�±E�TPYW�²�±FIRI½GMEP�²�SV�±LIPTJYP²�
VIJIV�XS�UYEPM½GEXMSRW�XLEX�IQTPS]IVW�[SYPH�PMOI�XS�WII�MR�ETTPMGERXW��FYX�EVI�RSX�RIGIWWEVMP]�HIEP�FVIEOIVW�

5HTXLUHG�TXDOL¼FDWLRQV�PLJKW�LQFOXGH�
��7TIGM½G�IHYGEXMSREP�VIUYMVIQIRXW��JSV�I\EQTPI��,MKL�7GLSSP�(MTPSQE�+)(�E�QYWX
��7TIGM½G�I\TIVMIRGI��JSV�I\EQTPI��SRI�]IEV�SJ�GYWXSQIV�WIVZMGI�I\TIVMIRGI�IWWIRXMEP
��7TIGM½G�PMGIRWIW�SV�GSYVWIW��JSV�I\EQTPI���QYWX�LEZI�E�GPIER��ZEPMH�HVMZIV Ẃ�PMGIRWI

Step 3: Highlight skills and abilities (for example: competencies) in another color or bold, along with any job 
duties you have previously performed.

Skills and abilities could include:
• Demonstrated communication skills
• Ability to work with minimal supervision
• Problem-solving capabilities

7XIT����8VERWJIV�XLI�LMKLPMKLXIH�MXIQW�XS�XLI�(IGSRWXVYGX�%�.SF�4SWXMRK�;SVOWLIIX��8LMRO�EFSYX�]SYV�FEGOKVSYRH��
ERH�[VMXI�LS[�]SY�QIIX�IEGL�GVMXIVMSR��-R�]SYV�GSZIV�PIXXIV��JSGYW�SR�]SYV�OI]�UYEPM½GEXMSRW�ERH�WXVIRKXLW�
VIPEXMZI�XS�XLI�TSWXMRK��*SV�TSWMXMSRW�[MXL�I\XIRWMZI�PMWXW�SJ�UYEPM½GEXMSRW�WOMPPW��]SY�[MPP�RSX�FI�EFPI�XS�EHHVIWW�
every aspect, but you can identify categories and list the most important elements. If you don’t meet everything 
mentioned in the job posting, don’t worry. Apply even if you have most but not all the required experience, 
skills, or abilities. In your cover letter, address how you compensate for that. Showcase your competencies 
ERH�HIQSRWXVEXI�XLEX�]SY�LEZI�XLSYKLX�EFSYX�XLI�NSF�TSWXMRK�ERH�LS[�]SY�EVI�E�KSSH�½X�JSV�XLI�TSWMXMSR��
Remember, employers are often willing to take a chance on someone who shows great enthusiasm and capacity 
to learn.
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DECONSTRUCT A JOB POSTING WORKSHEET

9WI�XLI�JSPPS[MRK�XEFPI�XS�QEXGL�]SYV�WOMPPW��EFMPMXMIW��ERH�UYEPM½GEXMSRW�XS�ER�IQTPS]IV Ẃ�RIIHW�EW�JSYRH�MR�E�
job posting.

Job Title ________________________________________________________

Employer _______________________________________________________

Type of Job ______________________________________________________

________________________________________________________________

REQUIRED QUALIFICATION   HOW I MEET THIS REQUIREMENT

________________________________ ____________________________________

________________________________ ____________________________________

________________________________ ____________________________________

________________________________ ____________________________________

DESIRED SKILLS, ABILITIES, AND DUTIES  HOW CAN I DEMONSTRATE  
THESE QUALIFICATIONS?

_______________________________  ____________________________________

_______________________________  ____________________________________

_______________________________  ____________________________________

_______________________________  ____________________________________
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SAMPLE JOB POSTING
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