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How to Email a Resume

Do you need to email a resume to apply for a job? If so, you
might find yourself confused about the best way to do it
Should you send your cover letter and resume as
attachments, or include both in the body of the email?

First things first: always follow the employer’s instructions
on how to submit your job materials. The job posting should
give you detailed information on how you are expected to
apply. You may be asked to upload your resume online or to
email your resume. If you're asked to send your resume via
email, you may be advised what format you should use for
your resume, what to include in the subject line of the email,
and the deadline when the employer needs to receive it.

For example, the employer may request that you upload or
email your document(s) in a PDF or a Word document. When
you email a resume or cover letter, you will typically be asked
to add them to the message as an attachment.

Make sure you follow the employer’s instructions carefully,
or your application may not even be considered.

Emailing a Resume to an Employer

Follow the Directions

Again, the first rule of thumb when emailing a resume is to do
exactly what the job listing states. If the listing asks you to
send your resume in a particular format or asks you to save
your resume under a specific name, be sure to do so.
Employers are less likely to consider job applications that do
not follow submission instructions exactly.
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Use a Clear Subject Line
The subject line is the first thing the employer will see when
deciding whether or not to open your message. Make sure
your subject line clearly states the purpose of the message
so that the employer does not mistake it for spam, or
otherwise overlook it. The subject line should include the job
title and your name and should be edited for spelling errors.
For example, it might be:

e Job Title - Your Name

e Administrative Assistant Resume - Your Name

e Communications Director Position - Your Name

Keep It Simple

Whether you paste your resume into the body of the email
message or send it as an attachment, keep the font and style
simple. Use an easy-to-read font and remove any fancy
formatting. Don't use HTML, emoticons, colored fonts, or
images. You don't know what email client the employer is
using, so simple is best because the employer may not see a
formatted message the same way you do.

Attachments vs. Pasting Plain Text

Keep in mind that some employers do not accept
attachments. In such cases, paste your resume into your
email message as plain text. However, when there are no
instructions, the easiest way to send your resume is as an
attachment. That will preserve your resume content and
format. Your cover letter can either be attached as well or
written in the body of an email message.

Choose a Resume File Format

Be sure to read the job listing carefully for any directions on
what format the employer would prefer for your resume. If
there are no directions, submit the resume as either a
Microsoft Word document (.doc or .docx) or as a PDF
document. These are the formats most commonly preferred
by employers.

If you have saved your resume as a Google Doc or with word
processing software other than Microsoft Word, convert
your resume to a Word document. You should be able to
click “File,” then "Download" and save it as a Word
document or PDF.

To save your document as a PDF, depending on your word
processing software you may be able to select the menu
“File,” then the sub-menu “Save as”—or “Save a Copy”—and
save it as a PDF. If not, there are free programs you can use
to convert a file to a PDF.

Name Your Attachment

If you attach your resume to your email, remember that your
employer can see the name of your document. Include your
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name in the title so that the employer will know, at a glance,
who you are. For example, you could name your resume
“Firstname_Lastname_Resume.”

Don’t use a generic name like “Resume” or, even worse,
“Resumel” or “Resume 2.” This might make the employer
think you don’t care enough about the job to tailor your
materials specifically to the position. It also doesn’t help the
employer remember who you are.

Include Your Signature

At the bottom of the email message include an email
signature with your contact information, so it's easy for the
hiring manager to get in touch with you. In your signature,
include your name, email address, phone number, and the
URL of your LinkedIn profile, if you have one.

Tips for Emailing a Resume

Use a Professional Email Address

Make sure to use a professional email address that includes
your name or part of your name. If you don’t have one yet,
create a new professional email address with your first and
last name, if possible.

Look at Samples

Look atsample emails with resumes attached and sample
emails with resumes in the body of the message. These will
give you a sense of how to format your messages.

Send a Test Email Message
Before you click “Send,” send yourself a test email message
to be sure your application is perfect and good to go:

e Attach your resume, then send the message to
yourself first to test that the formatting works.

e Open the attachment so you are sure you attached
the right file in the correct format, and that it opens
correctly.

e  Once everything looks good, send it to the employer.
If there are issues, update your materials and send
another test message to yourself.

Carefully Edit and Proofread Your Documents

Make sure you use spellcheck and check your grammar and
capitalization. Employers expect the same level of
professionalism in emails as they do in paper
correspondence. Be sure to proofread your subject line, the
body of your email, and any attachments.

Many email programs have built-in spellcheckers you can
use. Alternatively, write your cover letter message using a
word processing program, spell-and-grammar-check it, and
paste it into the email message. There are free online
proofreading programs, like Grammarly, you can use to
check your documents.

No matter how you write it, be sure not to rely solely on
spellcheckers, which can miss many grammar and spelling
mistakes. Reread your message yourself and consider having
a friend look at it as well.

How to Send Your Cover Letter Via Email

When applying for a job via email, you can copy and paste
your cover letter into the email message or write your cover
letter directly into the body of an email message.

If the job posting doesn't specify how to send it, you can also
choose to send your cover letter as an attachment. If you do
so, use the same format as your resume (for example, if your
resume is a PDF, your cover letter should be too). Also use
the same naming convention as you did for your resume,
e.g., janedoecoverletter.doc.

Be sure to read the directions on the job application
carefully: sometimes companies want all your materials sent
as one PDF or Word document, and other times they want
separate attachments for each document.

Include an Introduction in Your Email

If you do send both your resume and letter as attachments,
include a brief introduction in your email message. In it,
state the job you are applying for and note that your resume
and cover letter (and any other requested materials) are
attached.

Review a Sample Message
Sample
Subject: Customer Service Manager Position - Your Name

Dear Hiring Manager,

[ am very interested in applying for the Customer Service
Manager position that is listed on Monster.com.

['ve attached my resume and cover letter. If there's any
additional information you need, please let me know.

Thank you very much for your consideration.
Sincerely,

FirstName LastName
Email

Phone

LinkedIn

Key Takeaways

ALWAYS FOLLOW THE EMPLOYER’S INSTRUCTIONS:
They will likely indicate whether you should email your
resume as an attachment or pasted into the body of the
email and what file type to use, e.g. a Word document or
PDF.

CHOOSE THE RIGHT FILE NAME: The best file names
include your name and do not include version numbers,
which might make it seem like you're less invested in this
particular job.

LOOK AT SAMPLES BEFORE EMAILING: Note the best
format, subject line, and signature for your email. However,
be sure to customize your message for every application.

PROOFREAD AND TEST BEFORE SENDING: Make sure
your email is professionally formatted and typo-free before
you hit “send.”

Doyle, Alison. “How to Email a Resume.” The Balance Careers, Dotdash, 15 July 2021,
https://www.thebalancecareers.com/how-to-email-a-resume-2063299.
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VIRTUAL JOB FAIR
August 4, 2021
1:00 - 4:00 p.m.

Are you looking for employment?

Attend an online recruiting event and connect in real time with
employers hiring now!

Industries include healthcare, transportation & logistics, food services and hospitality,
construction and building trades, retail, administrative support and more!

Register at https://pvapi.premiervirtual.com/s/ndAJQx

* If you need assistance creating a resume prior to the event, visit https://
mwejobs.maryland.gov/ or call 410-341-8533 to schedule an appointment with a Job
Service Specialist.

* Career counselors will be available starting at 11:00 a.m. to provide one to one
resume review, interview prep and job fair assistance.

31901 Tri-County Way
Salisbury, MD 21804
410-341-6515


https://pvapi.premiervirtual.com/s/ndAJQx
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EMPLOYER

POSITIONS AVAILABLE

HOW TO APPLY

Acme - Salisbury, Ocean City

Ongoing recruitment

Courtesy Clerk

Deli/Meat Clerk

Pharmacy Technician (Salisbury)
Meat Cutter

Bakery Clerk

Cashier

Grocery Clerk

Night Crew Clerk

Produce Clerk

In-Store Shopper (E-commerce)
Pharmacy Clerk (Salisbury)

Apply online at
https://www.albertsonscompanies.com/career
s/en/our-companies/acme.html?our-
companies=Acme

Advance Auto Parts

Salisbury

Store Hourly
Store Driver
Retail Parts Pro
Driver
Salesperson

Pocomoke
Salesperson
Store Hourly
Retail Parts Pro
Store Driver

Apply on line at
https://www.advanceautoparts.jobs/

ALDI

Assistant Store Manager
Store Associate

Apply online at https://careers.aldi.us/

Anchorage Healthcare Center

Maintenance Technician
Certified Medication Aide
Culinary Aide

Activities Leader
Personal Care Assistant
GNA

Apply online at
https://jobs.apploi.com/profile/communicaref
amily

Applebee's

Bartender

Sanitation Specialist
Dishwasher/General Utility
Server

Carside To-Go Specialist
Line Cook

Host

Apply online at
https://www.applebees.com/en/restaurant-
jobs
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Atlantic General Hospital

AGHS Financial Operations Assistant
Certified Pharmacy Tech
Collections Specialist
Echocardiographer

Emergency Department Tech
Floor Care Tech

Housekeeping Aide
Maintenance Specialist
Mammography Technologist
Medical Office Assistant

Medical Receptionist

Nurse Tech (CNA)

Patient Greeter

Patient Safety Aide

Payment Poster

Pharmacy Purchasing Technician
Registration Specialist
Secretary/Nurse Technician
Surgical Tech

Apply online at
https://www.atlanticgeneral.org/Careers.aspx

Atlantic Tractor - Salisbury,
Pocomoke

Diesel/Farm Equipment Technician
Small Engine Mechanic

Apply online at
https://www.atlantictractor.net/employment

Atria

Housekeeper
Memory Care Caregiver

Apply online at
https://www.atriaseniorliving.com/careers/

Barnes & Noble

Barista

Apply online at
https://careers.barnesandnoble.com/retail-
jobs

BesTemps

Administrative Assistant

Assembler (Salisbury)

Front Desk Employment Coordinator/Assistant
Staffing Specialist (Salisbury)

General Laborer

Hospitality Worker (Ocean City)

Housekeeper/Houseman (Ocean City)

Industrial Maintenance Mechanic (Salisbury)

Line Cook (Ocean City)

Machine Operator (Salisbury)

Maintenance Technician (Various locations)

Material Handler (Salisbury)

Shipping and Receiving Associate (Pocomoke)

Sign Installer (Salisbury)

Warehouse Associate (Salisbury)

Apply online at
https://www.bestemps.com/looking-for-work/

Big Lots

Store Associate/Stocker

Apply online at https://careers.biglots.com/

Blue Water

Berlin

Cast Member/Performer
Guest Service Specialist
Cook

Gate Attendant

Shuttle Driver

Retail Clerk

Barista

Security Guard

Apply online at https://bwdc.com/
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Ocean City

Accounting Clerk
Housekeeping Supervisor
Maintenance Intern

Pool Attendant

Front Desk Agent
Reservations Specialist
Maintenance Technician

Whaleyville

Camp Store Associate
Snack Bar Attendant
Activities Assistant
Housekeeper

Front Desk Agent

Bob Evans Restaurant

Kitchen Prep
Host/Cashier
Assistant Manager
Carryout

Server

Key Supervisor
Grill Cook
Dishwasher

Apply online at http://careers.bobevans.com/

Boscov's - Centre at Salisbury

Loss Prevention Detective
Beauty Advisor Cosmetic Sales
Sales Assistant/Floater

Shoe Sales Associate

Courtesy Desk Associate
Department Manager
Cosmetics Sales Consultant

Apply online at https://www.boscovs.com/

Burlington

Store Associate-Shortage Control
Retail Receiving Associate

Retail Sales Associate

Cashier Associate

Apply online at https://burlingtonstores.jobs/

Carrabba's Italian Grill - Ocean
City

Kitchen Manager
Assistant Kitchen/Culinary Manager

Ongoing recruitment
Prep Cook
Restaurant Busser
Dishwasher

Server

To-Go Specialist
Host

Bartender

Apply online at
https://www.carrabbas.com/careers

Chesapeake Shipbuilding

Ongoing recruitment
Recruiter
Fabricator/Ship Fitter
Carpenter

Electrician

Foreman

Supervisor

Welder

Painter

Apply online at
http://www.chesapeakeshipbuilding.com/take-
action/
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Chesapeake Utilities

Delivery Driver

Line Locator |

Service Technician (Pocomoke)

Customer Service Representative | (Pocomoke)

Apply online at https://chpk.com/our-
culture/careers/

Chili's Grill & Bar

Ongoing recruitment
Host

Dishwasher

To-Go Specialist
Prep Cook

QA Expeditor
Bartender

Line Cook

Server

For job descriptions go to
https://www.chilisjobs.com/

Apply via email to chilis523@chilis.net

Chipotle Mexican Grill - Salisbury,
West Ocean City

Ongoing recruitment
Restaurant Team Member - Crew

Apply online at https://jobs.chipotle.com/

City of Fruitland

Public Works Maintenance Worker |
Utilities Technician |

Apply online at
https://www.cityoffruitland.com/how_do_i_/a
pply_for_obtain/employment.php

City of Pocomoke

Water/Wastewater Lead Operator
Public Works General Laborer
Police Communications Operator
Entry Level Police Officer

Apply online at
https://www.cityofpocomoke.com/info/jobs

City of Salisbury

Utility Tech I, Il or Il

Motor Equipment Operator II-Sanitation
Water Plant Operator |

Waste Water Treatment Operator |
Operations Support Staff

Bus Driver (Part-time as needed)
Automotive Mechanic Trainee, Mechanic | or Il
Records Management Technician
Parking Attendant

Zoo Educator

Revenue Supervisor

Field Ops Technician Crew Leader
Streets Supervisor

Asset Management & Facilities Specialist
Community Programs Specialist

POLICE CAREERS:

Entry Level Police Officer

Police Communications Officer
Maryland Certified Police Officer

For job descriptions and to print application go
to https://salisbury.md/departments/human-
resources/careers

**Some jobs require special licenses. Please
check job description for more details.

Coastal Hospice & Palliative Care

Thrift Shop Associate
Certified Nursing Assistant (CNA)
Certified Medication Technician

Apply online at
https://coastalhospice.org/careers/

Cobb - Princess Anne, Pocomoke

Laying House Worker (Princess Anne)
Poultry Farm Crew (Pocomoke)
Blood/Vac Crew (Pocomoke)

Night Shift Hatchery Monitor (Pocomoke)

Apply online at https://www.cobb-
vantress.com/en_US/careers/

Coca-Cola Consolidated

Warehouse Material Handler
Delivery Merchandiser Trainee
Seasonal Merchandiser
Switcher |

Apply online at
https://cokeconsolidated.jobs.net/
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Comfort Keepers

Ongoing recruitment

CNA Caregivers

PRN Nurse

Long-Term Live-In Caregiver

Apply online at
https://www.comfortkeepers.com/offices/mar
yland/salisbury/careers/jobs

Corizon Health - Westover

Certified Nursing Assistant
Clerk Specialty Clinic

Apply online at https://www.corizonjobs.com/

Crothall Healthcare

Lead Housekeeper
Laundry Services
Housekeeper

Apply online at
https://www.crothall.com/careers/all

Cvs

Shift Supervisor Management Trainee

Pharmacy Technician
Retail Store Associate
General Manager

Apply online at https://www.cvs.com/

Delaware Elevator

Apprentice

Elevator Mechanic/Technician
Drilling General Laborer
General Laborer

Marine Sales Representative
Service Dispatcher

Apply online at
https://delawareelevator.com/about/careers/j
ob-opportunities/

Dick's Sporting Goods - Centre at
Salisbury

Retail Sales Associate
Retail Cashier

Apply online at
https://www.dickssportinggoods.jobs/

Dove Pointe

Residential Program Coordinator
Medical Transport Driver
Maintenance Floor Tech
Aide

Instructor

Driver

House Counselor
Residential Aide

Mentor

Maintenance Tech
Children's Program Aide

Apply online at
https://www.dovepointe.org/careers

Dunkin' Donuts - Salisbury,
Fruitland, Ocean City, Berlin,
Pocomoke

Ongoing recruitment
Crew Member
Production Crew
Shift Leader
Assistant Manager
Store Manager

Apply online at
https://www.delmarvadd.net/DunkinDonuts/j
oinourteam.aspx

Encompass Health

Rehab Nursing Tech |
Physical Therapy Assistant

Apply online at
https://www.encompasshealth.com/careers

Exelon Corp

Building Servs Tech 1/C NS NERC

Apply online at
https://jobs.exeloncorp.com/search/jobs

Express Employment
Professionals

General Laborer

Client Service Associate
Production Associate
Glazier/Helper (Delmar)

Apply online at https://www.expresspros.com/

Five Guys - Salisbury, Ocean City

Crew Member

Shift Leader

Shift Manager

Assistant Restaurant Manager

Apply online at https://www.joinfiveguys.com/
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Food Lion

Nanticoke Road (Salisbury)

Customer Service Leader (Office Assistant)
Perishable Associate

Produce Associate

Sales Associate (Cashier)

To Go Lead

To Go Associate

Center Store (Grocery) Associate

Snow Hill Road (Salisbury)
Customer Service Leader-Office Assistant
Sales Associate (Cashier)

Center Store (Grocery) Associate
Deli Bakery Associate

Retail Pricing Coordinator
Specialty Merchandise Associate
To Go Lead

To Go Associate

Produce Associate

Center Store Grocery Manager
Perishable Associate

Tilghman Road (Salisbury)
Center Store (Grocery) Associate
Sales Associate (Cashier)

Deli Bakery Associate

To Go Associate

Specialty Merchandise Associate
Cake Decorator

Produce Associate

To Go Lead

Fruitland

Assistant Customer Service Manager
Perishable Associate

Cake Decorator

Produce Associate

Frozen Food/Dairy Associate

Quality Assurance Associate

Deli Bakery Associate

Sales Associate (Cashier)

Customer Service Leader-Office Assistant
Customer Lead

Princess Anne

Assistant Customer Service Manager
Produce Associate

Customer Service Leader-Office Assistant
Customer Lead

Quality Assurance Associate

Sales Associate (Cashier)

10

Apply online at https://www.foodlion.com/
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Berlin

Customer Service Leader-Office Assistant
Customer Lead

Sales Associate (Cashier)

To Go Associate

To Go Lead

Center Store (Grocery) Associate
Cake Decorator

Deli Bakery Associate

Specialty Merchandise Associate
Frozen Food/Dairy Associate

Ocean City

Specialty Merchandise Associate

Center Store (Grocery) Associate
Customer Service Associate

Customer Service Leader - Office Assistant

Ocean Pines

Customer Service Associate
Center Store (Grocery) Associate
To Go Associate

To Go Lead

West Ocean City

Customer Service Associate
Center Store (Grocery) Associate
Deli Bakery Associate

Genesis Health Care

Aide-Geriatric Nurse

Guest Services Specialist
Housekeeper
Bookkeeper-Center AP
Dietary Aide

Nursing Unit Assistant In Training Non-Certified
Cook

Laundry Aide

Certified Medicine Aide
Activity Assistant

Senior Maintenance Director
Rehab Office Coordinator
Physical Therapist Assistant

Apply online at
https://www.genesiscareers.jobs/main/

GNC

Retail Sales Associate

Apply online at https://www.gnc.com/

The Green Turtle - Salisbury

Ongoing recruitment
Bartender

Cook

Dishwasher

Host

Server

Apply online at https://thegreeneturtle.com

H&M - Centre at Salisbury

Retail Visual Keyholder
Retail Sales Advisor

Apply online at
https://career.hm.com/content/hmcareer/en_
us/findjob.html

Harbor Freight & Tools -
Salisbury, Pocomoke

Retail Sales Associate
Retail Stocking Associate
Retail Stocking Supervisor (Pocomoke)

Apply online at https://harborfreightjobs.com/

11
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Harrison Senior Living (Snow Hill)
& John B. Parsons Community
(Salisbury)

Certified Medication Technician (Salisbury)
Housekeeper (Snow Hill)

Driver/Maintenance (Snow Hill)

Dietary Aide (Snow Hill)

Certified Geriatric Nursing Assistant (Snow Hill)

Apply online at
https://harrisonseniorliving.com/careers

Holt Food and Paper Company

Day Warehouse Receiver/Stocker
Daytime Order Selector
Night Warehouse Order Selector

Apply online at http://holtpaper.com/About-
Us/Careers

Home Depot (Salisbury, Berlin)

Ongoing recruitment
Designer-Kitchen/Bath
Asset Protection Specialist
Deliveries/Driver
Merchandising
Freight/Receiving

Store Support

Cashier

Department Supervisor
Customer Service/Sales
Lot Associate
Measurement Specialist, Flooring (Ocean City)

Apply online at
https://careers.homedepot.com/

HomeGoods - Salisbury, Ocean
City

Merchandise Associate (Salisbury)
Cashier (Ocean City)

Apply online at https://jobs.tjx.com/

K&L Microwave

Electronic Assembler
Electronic Technician
Production Supervisor
Inventory Associate

Senior Electronic Technician
Material Planner

Apply online at
http://www.klmicrowave.com/employment.ph
p

LensCrafters

Sales Associate

Apply online at
https://www.lenscrafters.com/Ic-us/careers

Longhorn Steakhouse

Dishwasher

To Go Specialist
Host

Server

Line Cook
Bartender

Apply online at
https://jobs.longhornsteakhouse.com/location
s/locations

12
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Lowe's - Salisbury, Pocomoke

Salisbury

Cashier

Delivery Coordinator

Back End Clerk

Retail Associate

Receiver Stocker Overnight
Merchandising Service Associate
Sales Associate

Cashier

Loader/Cart Associate
Fulfillment Associate
Scheduling Staffing Admin

Pocomoke:

Cashier

Retail Associate
Receiver Stocker
Fulfillment Associate
Head Cashier

Sales Associate

Apply online at https://jobs.lowes.com/

Lower Shore Clinic, Inc. &
Go-Getters, Inc.

Certified Medical Assistant

Certified Nursing Assistant/Geriatric Nursing
Assistant

Housekeeper

Apply online at
https://www.lowershoreclinic.org/careers

Marshall's - Salisbury, Ocean City

Merchandise Associate (Ocean City)

Apply online at https://jobs.tjx.com/

Ocean Pines Association

Swim Instructor

Golf Maintenance Laborer

Beach Club Kitchen Staff

General Laborer

Aquatics Front Desk Facility Coordinator
Recreation Front Desk Facility Coordinator
Lifeguard

Instructions to apply at
https://oceanpines.org/web/pages/work-here

Olive Garden

Ongoing recruitment
Dishwasher

Line Cook

Prep Cook

To Go Specialist
Host

Busser

Restaurant Server
Bartender

Apply online at
https://jobs.olivegarden.com/search/searchjob
s

Ollie's

Freight Flow Supervisor
Sales Associate

Apply online at https://www.ollies.us/careers/

Outback Steakhouse - Salisbury,
Ocean City

Ongoing recruitment
Delivery Driver
Bartender
Dishwasher

Prep Cook
Restaurant Busser
Line Cook

Server

Host

To-Go Specialist

Apply online at
https://www.outback.com/careers

13
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Panera Bread - Salisbury, Ocean
City

Manager (Ocean City)
Night Baker
Associate

Apply online at https://jobs.panerabread.com/

Peninsula Home Care

Home Health Aide (HHA)
Occupational Therapy Assistant
Physical Therapy Assistant

Apply online at
https://www.peninsulahomecare.com/careers/

Pep Boys

General Service Technician
Technician B

Assistant Service Manager
Store Manager of Service
Technician A

Apply online at https://careers.pepboys.com/

Pepsi

Beverage Equipment Trainee
Fountain Install Technician
Bulk CR

Forklift Operator/Loader

Apply online at
http://www.pepsibottlingventures.com/job

Perdue Farms - Salisbury

Clerk 4

Customer Service Lead

Dapec Machine Operator
Edible Oil Refinery Operator
Edible Oil Refinery Supervisor
Electronic Technician

Fleet Maintenance Clerk
Fleet Tech

Freight Payables Coordinator
Garage Supervisor

Grain Crew Leader

Grain Operator

Mail Room/Shipping Coordinator
Maintenance Mechanic
Maintenance Parts Clerk
Production Associate
Production Associate Live Hanger
Sensory Technician

Shipping Clerk

Soy Crush Operator

Soy Crushing Crew Leader
Transportation Supervisor
Weighing & Grading Operator

Apply online at
https://www.perduecareers.com/

Piedmont Crew Scheduler Apply online at https://piedmont.jobs.net/
Airline Customer Service Agent
Plymouth Tube Maintenance Supervisor Apply online at

https://us60.dayforcehcm.com/CandidatePort
al/en-US/Plymouth

14
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Quality Staffing

Wicomico

QA Coordinator

Forestry Heavy Equipment Operator
Administrative Assistant

Sales Representative

Restaurant Staff

Property Maintenance Technician
Janitorial Porter

Plater

Logistics Coordinator

Lead Custodian-Supervisor
Security Systems Technician
Compliance Administrative Assistant
Soldering Assembler

Assembler

Housekeeper

Clerical/Admin Assistant

CNC Operator

Electronic Technician

Industrial Painter

Groundskeeper

Accounts Receivable Associate

Worcester

Administrative Assistant/Guest Services
Lab Technician

Production Worker

Heavy General Laborer

Lab Tech Assistant

Fabrication & Installation Technician |
Sales Representative

Electrician

Housekeeper/Room Attendant

Short Order Cook

Shipping-Receiving Clerk

Line Cook

Dishwasher

Forklift

Special Projects Technician

Somerset

RF Assembler

Filter Assembler

Filter Technician

Senior Technician

Plant Worker & Packer
Packaging Associate
Food Production Worker
Assembly Line/Packer

Apply online at https://easternshorejobs.com/

Red Lobster

Ongoing recruitment

Line Cook

Server Assistant/Busser/Host
Bartender

Server

Prep Cook
Dishwasher/Utility

Apply online at https://www.redlobster.com/

15
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Royal Farms - Salisbury,
Fruitland, Princess Anne, Berlin,
Ocean City

Available positions vary by
location

Ongoing recruitment
Assistant Store Manager
Customer Service Associate
Customer Service Leader
Kitchen Manager
Facilities/Maintenance
Shift Leader

Store Manager

Apply online at
https://my.peoplematter.com/mja/royalfarms/
JobApp/GetBusinessUnits

Ruby Tuesday - Fruitland &
Pocomoke

Ongoing recruitment
Tue-Go Specialist
Host/Server Assistant
Server

Kitchen Prep/Salad Bar Prep
Dishwasher

Cook

Apply online at
https://www.rubytuesday.com/careers

Safelite Auto Glass

Auto Glass Technician Trainee

Apply online at
https://www.safelite.com/careers

Salisbury University

Accounting Clerk |
Storekeeper/Customer Service
Cashier/Customer Service
Standardized Patient
Housekeeper Assistant
Maintenance Mechanic Sr.
Administrative Assistant Il
Catering Assistant

Coffee Shop Barista

Food Service Assistant

Retail Food Service Supervisor

Apply online at
https://www.salisbury.edu/administration/ad
ministration-and-finance-offices/human-
resources/careers/index.aspx

Sam's Club

Maintenance Custodian Associate
Member Frontline Cashier

Merchandising and Stocking Associate
Baker and Packager Associate

Freezer, Cooler and Deli Stocker Associate
Produce Associate

Fresh Team Manager

Member Team Lead

Tbc Tire Tech

Member Support

Prepared Meals and Rotisserie Chicken Associate

Tire & Battery Technician
Member Assist Cart Attendant
Cafe Associate

Meat Cutter and Wrapper
Pharmacy Technician Certified
Member Specialist

Apply online at https://careers.walmart.com/

Sherwin Williams - Crisfield

Operating Technician Manufacturing
Operations Packaging Technician
Brushmaker

Production Supervisor

Operating Technician Il

Apply online at https://www.sherwin-
williams.com/
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Shore Up - Wicomico, Worcester,
Somerset

Receptionist/Intake Worker
Teacher Il

Child Development Associate Trainee
Certified Nursing Assistant
Health Services Assistant
Nutrition Aide (Stockton)
Bus Aide

Bus Driver

Teacher |

Center Aide

Custodian

Teacher's Aide

Download application at
https://shoreup.org/employment/join-our-
team/ and email to
humanresources@shoreup.org

Somerset County

Correctional Officer

911/Emergency Communications Dispatcher |
Automotive Services Supervisor

Landfill Equipment Operator

Building Custodian

Apply online at
https://www.somersetmd.us/services/employ
ment_opportunities.php

SP Industries - Pocomoke City

Facility Service Associate
Machine Operator

Apply online at
https://www.spindustries.com/employment/

Staples

Retail Sales Print Supervisor

Print Production Sales Supervisor
Retail Sales Technology Associate
Retail Sales Associate

Retail Inventory Specialist

Retail Sales Technology Supervisor
Retail Sales Print Associate

Retail Operations Supervisor

Print Production Lead

Apply online at
https://retailcareers.staples.com/

State Of Maryland

Correctional Dietary Officer Trainee (Wicomico,
Somerset)

Licensing & Registration Technician | (Wicomico)

Temp-Call Center Representative (Wicomico, Somerset)

Fiscal Accounts Clerk | (Worcester)

Correctional Maintenance Officer | (Somerset)

Correctional Officer Il (Somerset)

Patient/Client Driver (Somerset)

Peer Recovery Specialist I, Certified (Somerset)

Apply online at https://jobapscloud.com/MD/

Sun Communities, Inc.

Activities Assistant

Café Barista

Guest Services Coordinator
Hospitality Host

Resort Groundskeeper
Resort Housekeeper
Resort Maintenance Technician
Resort Pool Attendant
Restaurant Cook

Shuttle Operator

Snack Bar Attendant

Store Clerk

Apply online at
https://careers.suncommunities.com/viewalljo
bs/

Sunglass Hut - Salisbury, Ocean
City

Sales Associate

Apply online at
https://www.lenscrafters.com/Ic-us/careers
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Sysco - Pocomoke

CDL A Local Delivery Truck Driver

Diesel Fleet Mechanic Technician Il
Warehouse Order Selector

CDL A Local Delivery Truck Driver Trainee

Apply online at https://careers.sysco.com/

Target

Ongoing recruitment

Specialty Sales (Style, Beauty or Tech)

Guest Advocate (Cashier or Front of Store
Attendant/Cart Attendant; Cashier-General
Merchandise, Inbound)

GM and Food (General Merchandise, Closing,
Fulfillment, Inbound, Food & Beverage)

Apply online at https://jobs.target.com/

Taylor Bank

Customer Service Associate (Pocomoke)

Apply online at
https://www.taylorbank.com/careers/join-our-
team/

Texas Roadhouse - Fruitland

Host

To Go
Dishwasher
Line Cook
Server

Apply online at
https://careers.texasroadhouse.com/

Tidal Health

Activity Aide (Crisfield)

Administrative Assistant

Assistant-Physical Therapy (Salisbury, Crisfield)

CAT Scan Technologist

Certified Tumor Registrar

ENDO Procedural Tech

Food Service-Cafeteria Aide (Crisfield)

Food Service-Catering Associate

Food Service-Cook

Food Service-Food Production Assistant

GNA (Crisfield)

Medical Assistant (Salisbury, Berlin)

Nursing Assistant

Patient Care Tech Il

Patient Service Representative

Representative-Patient Access

Representative-Patient Account

Scheduler

Scribe

Technician-Pharmacy Certified

Technician-Service Desk |

Unit Secretary

Apply online at
https://www.tidalhealth.org/careers

TJ Maxx - Ocean City

Merchandise Associate

Apply online at https://jobs.tjx.com/

Town of Berlin

Police Communications Officer
Public Works Part-time Seasonal Help

Apply online at
https://berlinmd.gov/employment/

Town of Ocean City

Plant Operator |

Vehicle Equipment Technician |

Trades Helper (Maintenance)

Seasonal Maintenance Worker

Temporary Parks Worker

18
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Office Associate Il

Retention & Recruitment Coordinator

Account Clerk

Bus Driver

Solid Waste Worker | & Il

Beach Activities Assistant

Building Maintenance Worker

Vehicle Equipment Technician |

As Needed Administrative Support

Concessions Worker

Tennis Attendant

Surf Rescue Tech/Lifeguard

Boardwalk Comfort Station Attendant

Concessions Supervisor

Bus Maintenance Tech |

Transportation Dispatcher

Tram Driver

Tram Conductor

Ticket Seller

Camp Horizon Day Camp Counselor

Scamper Camp Day Camp Counselor

Town of Snow Hill

Public Works General Laborer
Water/Wastewater Operator

Apply online at
https://www.snowhillmd.gov/employment.ht
ml

Tri-County Council for the Lower
Eastern Shore of Maryland

Personnel Coordinator

AJC Navigator

Custodial Services Aide

Mobile Workforce Development Specialist

Apply online at https://tcclesmd.org/human-
resources/

Ulta Beauty - Salisbury, White
Marlin Mall

Prestige Beauty Advisor
Services Manager (Salisbury)
Beauty Advisor

Hair Stylist

Apply online at https://careers.ulta.com/

UMES

IT Support Associate
HVAC Mechanic lll

Apply online at
https://umes.peopleadmin.com/postings/searc
h

Vacasa - Ocean City

Property Caretaker

Rental Accounting Coordinator
Seasonal Housekeeper

Seasonal Maintenance Technician
Sales Coordinator

Apply online at
https://www.vacasa.com/careers/positions

Verizon

Retail Sales Representative

Apply online at
https://www.verizon.com/about/work/

Walgreens - Salisbury, Berlin

Pharmacy Tech/Pharm Tech Apprentice
Healthcare Customer Associate
Customer Service Associate

Shift Lead (Salisbury, Berlin)

Pharmacy Cashier (Salisbury)

Pharmacy Operations Manager (Berlin)

Apply online at https://jobs.walgreens.com/
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Walmart - Salisbury, Fruitland

Stocking & Unloading

Online Orderfilling and Delivery
Health & Wellness

Hourly Supervisor and Training
General Merchandise

Fuel Station

Food & Grocery

Cashier & Front End Services
Auto Care Center

Apply online at https://careers.walmart.com/

WBOC / WRDE Field Production Vehicle Operator Apply online at http://drapermediajobs.com/
Traffic Coordinator
WCDC Ceramics and Pottery Instructor For detailed job descriptions, and to download

Scheduling Coordinator

Janitorial Maintenance

Residential Manager

Personal Supports Facilitator

Personal Care Assistant and Transporter
Art and Activity Instructor

Weekend Residential Counselor

Awake Over Night Residential Counselor

and print application, go to
http://wcdcservices.org/employment-
opportunities/Apply online at
https://recruiting.paylocity.com/recruiting/job
s/All/febfda26-4102-46cf-b4be-
5f1ddb2c56e2/Worcester-County-
Developmental-Center

West Marine - Ocean City

Assistant Manager
Cashier
Sales Associate

Apply online at
https://www.lifeatwestmarine.com/

Wicomico County

911 Specialist (911 Call Taker and Dispatcher)
Administrative Associate |
Correctional Officer |

Crew Leader |

Crew Leader-Recycling

Human Resources Benefits Specialist
Maintenance Supervisor
Maintenance Technician

Motor Equipment Operator |

Police Communications Specialist |
Athletic Complex Seasonal Worker
Bailiff-Circuit Court

Box Office Employee

Concessions Manager

Concessions Staff

Convenience Center Attendant
Cook

Court Security-Civilian

Crossing Guard

Emergency Management Technician
Ferry Operator

Kids Klub After School Staff

Kids Klub Summer Camp Staff
Maintenance Technician
Maintenance/Janitorial

Pemberton Nature Camp Counselor
Sports Event & Services Coordinator

Apply online at
http://www.wicomicocounty.org/jobs.aspx

Wicomico County Public Schools

Administrative Assistant
Contractual Custodian
Contractual Food Service Worker

Apply online at
https://www.applitrack.com/wcboe/onlineapp
/default.aspx

WMDT

Studio Technician
News Producer
Media Specialist

Apply online at https://www.wmdt.com/about-
us/job-openings/
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Worcester County Electronic Services Specialist 11l Apply online at

911 Call Taker https://worcesterhr.co.worcester.md.us/
Emergency Communications Specialist |
Emergency Communications Specialist Trainee
Correctional Officer Trainee

Correctional Officer-Cook

Landfill Operator Il

Landfill Operator |

Vehicle and Equipment Mechanic

Transfer Station Attendant

Road Worker Il and IlI

General Laborer/Maintenance Worker |

Rec Program Monitor

Parks Worker -1V

Office Assistant IV

Program Monitor

Tax Collection Specialist

Accounting Clerk Il

Worcester County Recreation Referee Apply online at

and Parks Program Monitor https://worcesterrecandparks.org/about-
Parks Worker Il or IV us/employment
Gym Monitor

Concession Monitor

YMCA - Salisbury, Pocomoke Richard A. Henson Family YMCA - Salisbury Apply online at

Membership Services Representative http://www.ymcachesapeake.org/employment
Stay & Play Child Watch Assistant
Birthday Party Host

Group Exercise Instructor
Wellness Assistant

Personal Trainer

Gym Monitor

Lifeguard

Swim Instructor

Sports Staff

Cleaning Staff

Day Camp Counselor

Day Camp Coordinator

Lower Shore Family YMCA - Pocomoke City
Membership Services Representative
After School Counselor

Group Exercise Instructor

Wellness Assistant

Personal Trainer

Lifeguard

Water Aerobics Instructor

Stay & Play Child Watch Assistant
Cleaning Staff

Day Camp Counselor

Day Camp Coordinator
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Maryland Workforce Exchange
August 02, 2021 - August 06, 2021

Job Order ogeo Positions
wmber | OCOMPany | Position | o
1412095 City of Pocomoke Police Communications Operator 1
1412098 City of Pocomoke Entry Level / Lateral 1

Police Officers
1412091 City of Pocomoke Lead Operator - 1
Water/Wastewater
1412094 City of Pocomoke Public Works - General Laborer 1
1412196 Worcester County Government Emergency Communications 1
Specialist Trainee
1413439 Berlin Nursing and Rehab Center Receptionist Weekends 1
and Evenings
1412322 Pediatric Dentistry of Salisbury Bi-Lingual Front Office 1
Team Member
1410509 Tri-County Council for the Lower Personnel Coordinator 1
Eastern Shore of Maryland
1412305 Salisbury University Storekeeper/Customer Service 1
Bookstore
1412308 Salisbury University Cashier/Customer Service 1
Bookstore
1413432 Town of Ocean City Plant Operator I 1
1410802 Town of Ocean City Office Associate 11T 1

Visit mwejobs.maryland.gov for Additional Information & Instructions to Apply

“Maryland’s American Job Center system, a proud partner of the American Job Center network, is an equal opportunity employer/ program committed to

diversity in the workplace. We do not disctiminate on the basis of race, religion, color, sex, age, sexual orientation, national origin, or disability. Please

contact a local American Job Center to make arrangements for auxiliary aids, interpreter services, and reasonable accommodations.”
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YOUR VISION, OUR MISSION

Telamon Corporation

Are you 18 to 24 years

Young Adult Career &
neren Cherre old and want to get back
into school? Continue
your education? Or
interested in starting
David Noonan a career?

Call (443) 397-2767
or email dnoonan@telamon.org
31901 Tri-County Way, Suite 112

Salisbury, MD 21304 If so... Let's talk.
www.telamon.org

Telamon is an equal opportunity employer and provider of
services. Auxiliary aids available upon request. Funding sources and amount available
upon request. 27
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