
JOB AD

A specific job title makes it easy to find out who the hiring manager is. Look up their name 
and direct your cover letter directly to them. 

Coordination is a useful term to see in a job posting, because it can be reframed as "getting 
things done" in a broad sense. Think about work you've done to ensure the success of 

complex projects, events, or initiatives.

Focus here on your communication skills (writing, speaking, presenting) and on any 
outreach activities you've done (blogging, community engagement, social media).

Think about work you've done to build relationships and communicate the value of work you 
or others are doing.

Think about the work you've done in mentoring and supervising students, teaching assistants.

Think about how you've engaged with various groups of people to share your research, and 
to pursue it.

Identify the active verbs used to describe the core duties of this position--promoting, 
engaging, coordinating, liaising, supervising--and align them with your experience.



Highlight your experience working with students.

Use the key terms listed here in your resume and cover letter.

Don't forget that your PhD counts as work experience!
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