
Analyzing 
Job Descriptions

Job descriptions provide applicants with an overview of both the role that is being
hired for and the organization hiring. They typically include the title of the position, its
focus or purpose, the day-to-day responsibilities, required and preferred qualifications,
working conditions, technology required (if remote), and a salary range. Some general
information about the organization (e.g., sector, number of employees, organizational
mission and values) is likely to be included. 

Job descriptions can appear unfamiliar and intimidating when you are on the job
market. This tool is designed to empower you to:

understand the role that is advertised
assess your degree of fit with it quickly and effectively.

When reading a job description, use this model to identify your interest in and fit for
the role: 

Step 1: Screen

Focus on key criteria to decide whether to continue reading the job description.

Mode/location: Determine whether the position is onsite, hybrid, or remote, if available. Later,
you will need to clarify the expectations surrounding “hybrid” work (i.e., percentage of hours
onsite and remote). The What’s Your Ideal Work Environment? tool can help you determine
your unique needs.

Level: Identify the experience required, often evident in the job title: entry level professional
(Coordinator), early career (Team Leader), mid-career (Manager), senior level (Director). Assess
your suitability for this position. 

Job type: Focus on the core function of the job (e.g., coordination, research, management).
Are you willing to do that type of job? 

Salary: Decide whether the salary or salary range is acceptable. If the salary is not listed,
search online for similar positions or reach out to the organization to obtain this information. 

Deadline: Some organizations will specify a deadline while others may not. Either way, it is
best to apply as soon as possible to get the hiring manager or Human Resources’ attention.
Noting the deadline early will help you determine if you can get your materials together
within the given time frame. 

SCREEN EVALUATE CONFIRM

https://anthrocareerready.net/wp-content/uploads/2024/07/ACRN-What-Is-Your-Ideal-Work-Environment-06.23.2024.pdf


If the duties correspond with at least some of your prior experience, make a note to
convey this information in your resume and/or cover letter.

If the core responsibilities do not appeal to you, disregard the job description. 
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Step 2: Evaluate

Examine the responsibilities and qualifications closely, recognizing that employers seek job
candidates whose cumulative academic, professional, and volunteer experiences will help them
excel.

Compare the job responsibilities listed in the job description to those you have done in the
past, those you are well-qualified to do, and those you would like to do in the future. Recurring
keywords are an indication of the importance of the skill or experience. Similarly, most job
descriptions mention the most important responsibilities first, listing those that are less
significant later. 

Identify the “required” and “preferred” qualifications. Non-negotiable qualifications are likely
to be listed first, although hiring managers may have some flexibility should you advance in
consideration.

Do not be deterred if the position does not reference anthropology explicitly. If you have the
combination of skills and experience that the organization seeks, it is worth applying. 

Even if you do not meet every qualification, you should consider applying if you are generally
qualified and interested in the role. Remember that job descriptions are often written by a
Human Resource professional, not the hiring manager. 

Step 3: Confirm

Re-read the job description to decide whether to start your job application or decide that the job
is not a good fit. 

Compare what the job description includes about the organization (e.g., size, values, mission)
with information that is publicly available or on the organization’s website. Note any
differences, especially inconsistencies. 

Because some organizations do not remove older listings, check on the organization's website
to verify that the position is still open. 



Emphasize your degree of fit with the job description, both in your written application
materials and any interviews. 

Pay attention to what the employer is seeking (e.g., job responsibility priorities), noting
the recurring words.

Seek input from your campus Career Services and/or friends and colleagues as you
finalize your application.

Develop and assess your application materials in response to the job description and other
communications you have had with the organization.

Reach out with those questions (e.g., control of budget, decision-making capabilities)
to the organization and/or to those in your network that hold (or held) similar roles. 

Start preparing a preliminary list of questions.

Pose questions (e.g., expectations from supervisors, relationships among team
members) during formal interviews.

Remember to consult your LinkedIn network while doing research on the role and the
organization. LinkedIn is also a good resource for learning about potential supervisors, current
employees you may know, or those holding similar roles in other organizations. 

If you choose to proceed:

3


