
JOB AD

It’s important to use this exact same acronym in the cover letter/resume. They have included 
the “Q” for the queer community, so you should also include the Q in all of your documents.

Pay close attention to these 5 verbs. Use these verbs or synonyms in your resume and cover 
letter to directly relate your skills with the job description.

While these two methods may be foreign to you, take the initiative to introduce other 
methods that you may have experience with to demonstrate your flexibility/adaptability

This is a great opportunity to demonstrate your skills in working with teams, or recruiting, 
and/or presentation skills.

This is a wide variety of social services which involve multiple cohorts of people. Try to 
connect your experiences with as many of these as you can to indicate your specific skillset.

Again, highlight your related experiences to match the specific populations mentioned here.

These are all considered soft skills. It won’t be enough to show your completion of your 
degree with these skills. You will need to elaborate and prove you possess these soft skills.

Be sure to highlight your computer/software/programming skills in your resume. Just 
because something seems simple to you, it may not be to someone else. An example would 

be to list Microsoft Office (Word, Excel, PPT).

This most likely means that you will need to use your personal vehicle for business travel. 
Make sure to ask questions about this in your interview to see if you will be reimbursed for 

gas or other travel expenses.
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