
VPS FOR ANSWERING ADVERVSEMENTS

Two types ofads usually appear in most classified advertising sections ofnewspapers, blind ads
andIdentified ads. Blindads do not give the company name whereas identifiedadsdo. Employers
often useblind ads to avoid t)eing swamped with telephone responses and to be able to screen
^plicants more selectively. When you respond to ads, use the tips listed below to besure you are
responding in your Ijest interest.

Study each job requirement listed in the adandrelate your experience, skills and results to the
requirements.

When a name is not listed with the ad, call the company and try to get the name ofa specific
person to write to.

Begin your letterby identifying the newspaper, magazine, orjournaland the date of the ad.

Do not mention any part of the job for which you do not qualify.

Be briefand to the point.

earning? include wage or salary information, give arange based on your total
look forward toa meeting. Give a time when vouwiil call to arrange an appointment for a meeting. ^

Keep acopy of the ad andyour ietter so you wiii know when to foilow up with aphone caii.

grammar or
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