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Now that you know what employers are looking for, you might be asking yourself how
to demonstrate that you meet the requirements for jobs. This is where your
application packet comes in.

1

Start your process by imagining who your audience will be. Rarely will you know
exactly who will be seeing your materials, but there are some basic assumptions you
can probably make.
For most jobs, it’s likely that there will be at least one librarian looking at your
application. For academic jobs, you’ll probably have a committee of library staff who
will understand the basics of what you say about library experience and operations,
though you still want to be careful about relying on too much jargon or acronyms.
At the same time, you will likely have people from Human Resources, Equity and
Diversity, and other offices looking at your materials, so be sure you haven’t made
your terminology inexplicable to them. These people will not likely participate
actively in the search process (in a typical academic library, at least), but they are
often vetting candidates and might rule out somebody who doesn’t appear to meet
the minimum requirements because they don’t know what the acronyms and jargon
mean.

2

You might also need to make an impression on deans and other managers, so be sure
you take their perspective into account when compiling your materials.
As you do with all your writing, be sure you’re keeping all of these audiences in mind.
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Now you can begin assembling your application package. This package will consist of
a cover letter and a resume or vitae, unless the institution has an electronic
submission process. If that’s the case, you might still need to upload these
documents (and be sure you don’t shortshrift them just because they’re not standing
on their own), but you might also need to fill out online questionnaires. Whatever
you do, be sure you follow the institution’s directions explicitly; ignoring these
instructions is a sure way to get your application thrown out before anyone sees it.
Also be sure you allow plenty of time for an online submission process. Some
institutions application sites are notoriously difficult to navigate, and you don’t want
to miss a deadline because you waited too late to start uploading.
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Start creating your application by updating your resume or vitae for that particular
job – this should always be customized for each position.
One frequent question is whether you should turn in a resume or a vitae (or CV, as we
frequently call it). That depends; submit specifically what the ad requires. Some
places tend to use these terms interchangably, while some really do have a
preference for one or the other format. There are some slight differences.
• A resume will typically be briefer,
• while a CV will be a more detailed assessment of career accomplishments
and gives more space to expand upon things like research and creative
activities.
Early in your career, aim for about a 2 page limit, but it’s better to go a tiny bit longer
than to leave things out.
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It’s NEVER good to pad and overfill with irrelevant details in the hope of looking more
impressive than you are. Padding really is quite obvious and will fool very few people
into thinking you’re more accomplished than you really are.
Generally put everything in reverse chronological order, keeping the most recent
things first to highlight them.
For previous library positions, don’t just list responsibilities but include major
accomplishments as well. This will help to add some nuance to your CV, and it’s a
good place to demonstrate previous work that is related to the position you’re
applying for.
Do also include non-library experience – but keep the focus on relevant skills.
Avoid too much personal information, in general.
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The purpose of your cover letter is to supplement the resume without repeating what
you’ve said there.
You should outline your specific interest in the job while avoiding simply saying that
you’re applying. Real estate in the application is valuable, and you don’t want to
waste space that you could be using to provide a narrative of your qualifications for
this particular job.
Tell them where you saw the job advertised – this is a convenient opener and also
helps them to evaluate their advertising strategy.
Let your tone be enthusiastic, and again, avoid personal information.
Be sure that any required or preferred qualification that is not immediately apparent
from your resume or C.V. is addressed in the cover letter.
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Remember, librarians will be reviewing this, and we tend to rely on things like
checklists to evaluate candidates; it’s unlikely that we simply won’t notice that you’ve
left something out. This applies of course to being sure you don’t have typos or
inconsistencies, too.
So the next question becomes, What should you include?
• Give examples of concrete knowledge, skills, and abilities that are
mentioned in the ad.
• Tell stories rather than simply mentioning buzzwords.
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Some esoteric characteristics in ads – essentially soft skills– are difficult to address in
the resume, so this is your chance to demonstrate them. Without getting too lofty,
you can share your philosopy on leadership, if that’s a requirement, explain
specifically how you’ve seen the value of diversity in your experience, and describe
your role in projects that reveal things like interpersonal skills, collaborative skills, and
flexibility. Describe projects you’ve done that illuminate these social characteristics.
Further, your letter itself should demonstrate strong written and communication skills
so that you don’t have to say as much about these explicitly.
Likewise, don’t bother repeating things – like education – that are self-evident from
CV, unless you want to highlight a valuable institutional connection.
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And finally, recognize that quirky and informal have limited appeal – be very careful!
It’s a rare organization that will look past irreverence that borders on rudeness and
see it as charm and originality.
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It’s a good idea to include references from the get go, unless you have a compelling
reason not to. If they are requested in the ad, and you don’t include them –
compelling reason or not – your application will send up red flags for some people.
Avoid stating they’re “available upon request” – they had better be if you want this
position, and it’s redundant to say so.
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When selecting references, choose your current supervisor if at all possible. Don’t get
flashy and choose someone because they’re a big name if he or she can’t address
your work. Aim for people who will make an effort to champion you and your abilities
with enthusiasm.
Do indicate your relationship with each reference because this helps committees to
decide whom to contact if they’re not contacting all references.
Finally, be sure your references know what you’re applying for (and for goodness
sake, always be sure you ASK anybody before using them as a reference).
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If you’ve prepared your materials well and the committee thinks you’re a good fit,
you’ll get an interview.
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This is an exciting opportunity to demonstrate your social and communication skills
and to see how well you might fit into the organization. But, it can also be a gruelling
day or couple of days, so pace yourself carefully.
If you’re asked to do a presentation, prepare thoroughly, observe time limits, stay on
topic, and be sure your delivery is clear. Practice your presentation ahead of time and
don’t depend too heavily on technology in case it backfires.
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Have a backup plan for data storage and if you’re using your own computer, be sure
you’ve checked on connectors ahead of time. A prissy response to an institution’s lack
of Mac cables will not win you any fans.
Likewise, select your wardrobe carefully; be sure to pick shoes that will look nice but
be comfortable, have a plan for lost luggage (it’s generally best to avoid checking
bags altogether), and it’s always a good idea to take some stain remover in case of
awkward coffee spills.
Throughout the interview, ask questions each chance you’re given. Make note of
these ahead of time so that you’ll be prepared, but also take notes throughout the
day of things you’d like to hear more about. In addition to giving you an opportunity
to learn more about the organization, it shows that you’re interested and curious. If
you’re at a loss and feel like everything’s been answered, ask about the organizational
culture, a typical day, or something similar.
In general, try to postpone salary talk until you have an offer; if you bring it up during
the interview, you can come across as grabby and not focused on the job so much as
what it can do for you.
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After the interview, send thank you notes to the committee and anyone else who
made your interview go smoothly. E-mail is OK for this, but a handwritten note never
goes amiss. This step is not about getting the job but rather showing appreciation for
the time and resources that the institution has already invested in you, so don’t
worry if the note won’t get to them before they make their decision.
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And a few quick notes about phone interviews…
If you have a phone interview, it will likely precede any face-to-face meeting. Also,
there might very well be several people on the other end of the phone with you on
speaker. Needless to say, this can be awkward.
Absent any hints from body language, it can be near impossible to tell in a phone
interview if you’re rocking or crashing. Be sure you pause in your speaking
periodically to allow the person on the other end to give you some clues or ask a
follow up if you’re way off base with an answer. It’s quite common for a phone
interview candidate to go on, seemingly ad nauseum, without pause, because they
don’t realize that the committee on the other end is trying to interject.
The guideline for asking questions definitely applies to phone interviews. Just
because this is early in the process, though, don’t think it’s OK to ask questions
whose answers are immediately apparent on the institution’s web site. There is an
expectation, to be sure, that you will have informed yourself at at least the
elementary level before the phone interview.
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As far as thank you notes following phone interviews, a quick e-mail to the chair is
sufficient and a great way of affirming your interest (if it indeed still exists) after the
phone interview.

17

If all has gone well, you’ll get an offer! This can be great news – if you’re still
interested in the position – but it leads to negotiation, which can feel confrontational
and honestly, quite scary.
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If you’re asked for your salary requirement in conversation before an offer is on the
table, respond with something like, “What is the typical salary range for positions like
this?”
Do always try to negotiate – an employer won’t withdraw an offer if you ask them to
consider a higher salary, but they’re highly unlikely to offer you a higher salary if you
don’t ask.
Unless it’s been made explicit that the offer is non-negotiable, the institution likely
has some room to go up at least a little bit.
Before an offer, determine what your bottom line would be.
• Unless you’re desperate to escape a situation, start with calculating what it
would take to stay at the same salary level, factoring in any cost of living
changes.
• Then figure out how much of an increase would make accepting the job
worth your while, being sure to take into account changes to your family,
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your living situtation, and your general financial situation.
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Once you’ve figured this out and you have an offer, what do you say? [slide] Unless
you’re really prepared to walk away, don’t turn the offer down with hopes that they’ll
counter. Rather, express interest - but not acceptance - and ask if they could consider
a higher number.
You might find it useful to follow the initial offer with a request to take a few days to
think it over. When you reconnect, know whether you’re willing to accept the original
offer if they turn down your counter offer. Then say something to the effect of, “This
is a really exciting opportunity, and I was wondering if you could consider X salary.” If
the answer is no, consider coming in with a lower number.
Once you’re settled on a mutually agreeable salary or determined that there is no
room for negotiation, give your answer graciously, whether it is a yes or a no. These
conversations can go on for several days as they check on resources on their end, so
be patient.
Know your priorities; consider what else you might be willing to accept if the salary is
non-negotiable (think technology, travel, moving costs, etc.).
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Consider practicing this conversation with a friend. This can really help you to be
prepared and avoid awkwardness.
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If you play all your cards right, and it turns out that the job is a perfect fit, you’ll get
your dream job at a salary that makes you feel appreciated. To help you get there, I’ll
close with my list of the top ten things you can do to have a successful interview.
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