
JOB AD
This particular job ad does not include any language about the specific department, school, 
or college. However, even when this kind of information in a job ad is absent, it is still very 

important to thoroughly research and address the specifics of the institution’s history, mission, 
student body, areas of strength, areas identified as being targeted for growth, etc.

The main title or first description in the job posting should be explicitly referenced in 
application materials, including at the beginning of a cover letter.

Any background in these specific areas should also be referenced in the cover letter and 
CV.  There does not need to be expertise in all or even most of these areas.  

Notice that this is the only place in this job posting where something is noted as being 
‘required’.  That is a clear sign that applicants need to provide compelling and detailed 

proof of their experience – and excellence – in teaching.

No more than two single-spaced pages for an academic cover letter -- less is more.  More 
details can be shared during an interview.  The same goes for a teaching philosophy.

Reading the fine print at the end of a job posting sometimes provides helpful information 
about how the institution understands and communicates its commitment beyond official, 

legal requirements.

It’s important to give a clear indication of progress toward completion of the dissertation.  If 
you have a defense date scheduled, that is good ‘proof’ of completion.  Published work 
based off of research done for a dissertation is another option to indicate you’re REALLY 

almost done (i.e. would for sure be able to finish the PhD before starting a job).

It is crucial to adhere to these kinds of details. Published writing is ideal.  A second choice 
might be academic writing that corresponds to the content of the position. However, if you 
feel that your writing sample must exceed 15-20 pages, consider font size, margins, and 

line spacing. Also, you can contact the hiring committee if your strongest, most appropriate 
samples don’t match well what’s stated as the requirement. Finally, no matter what, make 

sure your whole document has been thoroughly checked for typos, spelling, grammar, etc.  
Failing to do so will most likely get your application sent directly to a ‘no’ pile.
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