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How to Tailor your Resume and Cover Letter to for Each Job Application 

What would you rather do? Send 50 generic resumes and get 2 responses inviting you for interviews or send 10 best suited resumes and end up 

with 3-4 interviews? Obviously, the latter. 

Every day, hiring managers wade through hundreds of applications to locate the elusive Goldilocks Resume and this fall under the second option 

of sending best suited resume to the overwhelmed recruiters and the HR. 

While preparing a tailored resume and cover letter for every job application sound daunting, it is extremely simple with the work we have 

already done to your resume and cover letter. It will take you about 2% of the total time others spend tailoring their resumes. Because we made 

it that simple and easy. 

Now all you need to tailor your resume are these two easy steps that we have put together for you. 

1. Keywords 

2. Scan your resume  

Keywords 

Keywords are important because it's the primary way recruiters source candidates on LinkedIn and in their HR systems (ATS) we talked about the 

ATS system when we delivered your resume to you remember? “A candidate whose resume doesn't include the exact-match keywords will not 

show up in the search. The job description is the best place to identify the top keywords.” James Hu 

Every job description has a set of keywords that the hiring manager will be looking for. Edit these keywords on every application to increase your 

chances of your resume appealing the HR or Hiring Manager. Sample Keywords are; Design, train, analytical, healthcare, control, legal, 

accounting, policies, engineering, finance, safety etc. 

Steps 1. Mine the job posting for keywords. Read through to job posting and try to understand it well. Highlight key skills and requirements. 

Look for job-related skills first which are a “must have”. You should have most of them or be willing to learn very quick to perform on the job. 

Step 2. Make your first point immediately relevant. Find a way to include two skills/requirements on the career profile and two on career 

highlight. Then more of it on the job descriptions.  

Note: Some job titles differ from company to another. If what they are looking for is something you did but had a different title, feel free to tailor 

it to what they are calling it. Alternatively, you can use a slash forward on your job title and add their job title to mean that it was another name 

for it. 
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Step 3. Revamp your bullet points to reflect experience or knowledge on what they are looking for. Edit your skills under “Additional 

Information” so that they reflect what the recruiter is looking for if you feel you 

Step 4. Reflect the same on your cover letter. 

Step 5. Proof read your resume to ensure that there are no typos. Have a friend help proof read for you if you want, or you can use tools like 

www.grammarly.com  

You are all set to submit your application. 

Note: Keep in mind that the robots can sense whether you’ve added skills ad hoc or in a meaningful way. So, don’t just dump them there, but 

make sensible of the sentence or a paragraph that you are editing. 

Scan your resume 

After you are done editing the resume, here is the next amazing step that will help you know if you have used keywords the right way and if your 

resume matches up the employers needs and expectations. We have provided you with a tool that will help you screen through your resume for 

every job posting you are applying to through a job scan ATS stimulator tool provided below. 

Open this website on your computer, not on the phone https://www.jobscan.co/ it is the Jobscan’s ATS simulator. 

Note that you need your match rate need to be 80% and above. 

Steps; 

i. Open the website,  

ii. Scroll down to paste or upload your resume 

iii. Copy and paste job listing on step 2. 

iv. Hit Scan button. Let is scan till its done. It will populate data on the screen when you scroll below. 

On the description, you will see what does not meet the standard, in other words what you need to add so you have a check versus and x. 

Enhance  your resume by adding what your resume is lacking based on the results so as to achieve 80% + rate on that specific job listing. 

PS. The page size we provided you is standard only with small margins. If you want to be sure it is good, try printing. If it fits on the page, then 

you are good.  

And you are all done! 

http://www.grammarly.com/
https://www.jobscan.co/
https://www.jobscan.co/
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Here is a sample of a job posting, a resume, and edited resume that fits the job posting below. Do the same on your applications and you will 

end up applying for fewer jobs while getting more responses. The truth is that it takes work and effort to get a dream job. 
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