
1. Keyword search
The 2 quick search boxes are for keywords 
(e.g. job title) and location. Use keywords to 
search for relevant jobs.  

To search for an exact phrase use inverted 
commas: “commercial litigation”

To search for jobs that contain more than one 
keyword, use uppercase AND: paralegal AND 
family AND divorce

To search for jobs that contain any of a list of 
keywords, use uppercase OR or simply leave 
a space: employment OR family; employment  
family

To exclude jobs with particular keywords, 
use uppercase NOT: litigation NOT paralegal

Jobs that contain all your keywords are 
considered more relevant and will appear higher 
in the search results.

2. Location
If you’re looking for jobs in a specifi c location, 
you can specify a region, town or even a 
postcode. As you start typing, you’ll be given a 
list of suggestions – simply select the one you 
want. You can choose a large region like 
a county or narrow your search by selecting 
a town. 

You can increase or decrease the radius of your 
search, by selecting how many miles you wish 
to commute from the specifi ed location.

3. More search options
Increasing your search criteria (by selecting 
a sector or age of job advert, for example) will 
focus your job search, producing fewer results 
that match your requirements more closely.

Start by selecting the sector you’re interested 
in. If you don’t select a sector, your search will 
default to Private Practice.

You can further refi ne your search by entering 
other search criteria such as Experience and 
Practice area. 

To select multiple options, hold down the Ctrl 
button and click the options you’d like. Please 
note that if you select multiple Sectors, you 
won’t have the option to also search by 
Experience and Practice Area.

4. Improving the relevance of your 
search results
If you don’t get enough results, remove some 
of your search criteria. If you get too many 
results, you can choose to specify more criteria. 
Sometimes you might see results that seem 
irrelevant to the search you have conducted. 
This may be due to miscategorisation by the 
advertiser. However, we are continually refi ning 
the way our search algorithm works, so please 
email us with your suggestions: 
candidates@totallylegal.com.
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