How to Respond to Newspaper Want Ads

Used correctly, newspaper want ads can be a good source for job leads. Knowing

which ads to answer and how to respond can help in your search for employment.
Your goal in responding to a Help Wanted ad is to make the employer interested
enough in you to call you for an interview.

Finding and selecting ads
Where to look:

Your local paper - Usually contains
hourly positions, jobs that are hard to fill
and low-paying jobs. Sunday and
Wednesday papers typically contain the
most ads, but it's worth looking every
day.

Craigslist - The online classified paper,
Craigslist has become a popular place
for small employers to list openings.
Trade magazines - Good for searching
for jobs related to a particular trade.
The Internet - Major newspapers place
their ads on the Internet. Google the
name of your local newspaper to
identify the newspapers website.

Old papers - Look at the help wanted
ads for the past month. This will give
you an idea of who is hiring. If an ad is
still in the paper, then it may mean that
there are problems with the employer
filling the position. Your library will
have back issues.

What to look for:

You are looking for ads that describe
employment that is of interest to you and
for which you are qualified.

Don't take want ads at face value. Asin
any other form of advertising, the
product (the job) may not be as
wonderful as it sounds.

The ad will describe the ideal candidate.
Don't worry if you don't
meet all the qualifications.
The more qualifications
you do have, the better |
will be your chances of
getting an interview.
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Typical newspaper
ad
EXECUTIVE SECRETARY

ABC CONSTRUCTION, a
leader in the residential
construction industry with over
200 employees is seeking an
Executive Secretary.  The
position will provide
administrative and secretarial
support to the President of the
company. The ideal applicant
will possess excellent
administrative and
organizational skills and
familiarity with the
construction industry. Good
salary and benefits for full-time
position.

Apply to:
Martha Smith
ABC Construction
P.O. Box 123
Anywhere, USA 00000

Ads
include:

typically

Job title

Company name
Description of company
Responsibilities
Qualifications
Salary/benefits
Application information
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Beware of blind ads!

A blind ad does not mention the name of ¢
the company in the ad. Many companies
do not mention their name in the ad for
fear that they will be overwhelmed with N
telephone calls. With a little sleuthing

you can often find out who placed the ad, even if it isn't
listed.

There are several Internet web sites that have reverse
phone listings which allow you to identify the owner. If
it's a local ad, you can also identify the employer by going
through the yellow pages under the type of business to
match the phone number or address to a business name.

Due to privacy laws the name of the person who rents a
post office box is not public knowledge. Newspaper box
numbers are also not traceable.

Harmless reasons businesses place
blind ads...

« To avoid getting calls about the job.

e They think it will draw more applicants.

« To keep their competition from learning about
company expansions or relocations.

+ To keep their own employees from leamning that
they're hiring from the outside.

+ Headhunting companies are looking for a pool of
applicants for future job openings.

Not so harmless reasons businesses or
people place blind ads...

«  Scam artists sometimes use blind ads to get people to
send them personal information.

« To seeifthe company's current employees are looking
for work outside the company.

o Recruiters and employment agencies run ads to
expand their pool of applicants.

«  Some blind ads are really advertisements for products
to "go into business for yourself" - products that are
seldom worth the money.
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Once vou've found an ad...

How want ads usually work:

Many want ads are placed by the Personnel Department of large companies.
Small companies that do not have personnel offices also place want ads since
they have no other means to recruit employees. These companies receive
hundreds of responses, weed out unqualified applicants and pass along
promising ones to the person in charge of hiring. The personnel office may
interview applicants prior to turning over the top few candidates to the people
who make the hiring decision. It's best if you can avoid this screening process
altogether (see next column), but if you can't, here's what to do-
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Send a cover letter and a résumé, unless other
information or action is requested in the ad.

>\ In the first paragraph of the cover letter, state where you
saw the ad and your interest in the position. Review the

JobSearch Guide How to Write a Cover Letter-.

In the following paragraphs, list each qualification in the ad and state next
to it exactly how you meet that qualification. Do not leave out any
information.

Use bullet points for each qualification, so the person can quickly see that
you meet all of the requirements.

At the end of the letter, summarize why you are a great candidate for the
position. Repeat your interest in working for the company and your desire
for an interview.

Keep your letter short, one or two pages.

Your résumé should support the information you give in the cover letter. If
you have one, make sure the job objective given on your résumé matches the
job title listed in the ad.

Don't respond to salary requirements. If it's absolutely necessary, give a
range and indicate that you're willing to negotiate.

NEVER give out your Social Security Number, birth date, driver’s license
number, account numbers, utility bill information or other personal
information when answering a want ad, either via the Internet or mail.

In your job search.

*  When responding to a want ad, use the JobSearch Guide Help Wanted Response |

in your town might mean a job for you.

*  While want ads aren't the most effective job search method, the
recommend that from 5% to 10% of the time allocated to job searching be spent finding and responding to want ads.

"+ Don'tjustread the classifieds section; read articles with an e

A better way to use want ads:

One way to avoid the crowd of
applicants answering the ad is to write
directly to the person in charge of |
hiring for the position. Find this

person by asking contacts, calling the
company or any other way you can.
Review the JobSearch Guides: How 1o Make Cold

Calls and Using Your

Network to Locate Job

Openings.

If you write to someone other than the person listed
in the ad, do not mention the ad. Simply state your
interest in working for the company or say that you
heard that there was an opening. Mentioning the ad
might send your response back to the personnel
office.

Describe your qualifications, making sure that they
match fairly closely to those described in the ad.
Don't make it as obvious, however, as you would in
your letter to personnel.

Your résumé should reflect those qualifications.

Your letter will stand out from other applicants
because it is going directly to the hiring person and
because you won't sound as if you are merely trying
to make your qualifications fit the ad.

Use your networking to get an introduction. If you
know someone at the company, use them to find out
who's in charge of the position and how best to
approach them. They might even give you a
personal referral. The social networking site:
www.linkedin.com can be useful in finding
contacts at a specific company.

Feel free to write to several people at the company.

y do work for some people. Most job search consultants

ye tojobs. News of a company expansion or a branch opening

*  Most experts agree that placing your own ad seeking employment is not worth the money.

Remember, most jobs aren't listed in the want ads. Be sure to spend time on more effective job search methods, such as networking and

contacting employers directly.
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Internet resources

www.job-hunt.org/findingjobs/findingjobs_classiﬁeds.shtml--

ads.

Web site for national and local newspaper classified

www.jobmonkey.com/js/job-ads/-- Guidelines for responding to Help Wanted ads.
www.craigslist.org -- Community bulletin board that lists local Help Wanted ads.

For information on ordering JobSearch Guides for your organization, visit www.jobshoppublishing.com
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