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ACTIVITY 3 - Web Search:
· Search the website www.indeed.com for employment ads that match the job or career OBJECTIVE on your resume.  
· Use the ADVANCED JOB SEARCH link to refine your search. Choose ONE job that you will apply for. 

· PRINT SCREEN the ad and attach it to your completed work. 

· SAVE this file to your U: drive. 

1. List your search criteria? (key words)

2. How many job “hits” did you get?

3. What website or source did it originally come from?

4. Who is the employer (company name)? 

5. Give a brief description of the company.  What they do; where their HQ is located; how long in business; how many employees; annual sales; customers; etc. 
6. Where is the job position located? (city and state)

7. Who should you contact with your resume?

8. What is the email address or phone number?

9. Write a brief summary of the job description. 
10. List at least three responsibilities (qualifications) of this job. 
11. Explain any acronyms used in the advertisement. i.e. CNA, ASE, EOE, etc. 

12. What is the education level required?

13. How much does it pay? (per year or per hour).  *If not specified, use the MORE link to find out an industry estimate. Or use the salary estimate bar on the left side. 
14. Copy the URL and paste it as part of your answer to each search.

15. Do a print screen of the ad (ONE PAGE only).
PART 2:  Write a cover letter using the Personal Business Letter format to the company you will apply to. 






