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Jobseeker’s Guide to Customizing Your Résumé 
 
Customizing your résumé demonstrates your interest in a job and shows you have taken the time 
to tailor the résumé. This guide will help you navigate the customization process. 
 
It’s the difference between seeing a car commercial on television and having one show up in your 
Facebook feed. One is geared towards a large audience of viewers — the other, presumably, is 
more targeted to meet your specific interests in a vehicle. In a similar way, a customized résumé 
demonstrates the alignment between what the company wants in their next hire, and the exact 
skills, experience, and education you have to offer. 
 
Estimates are that 70 percent of larger companies use applicant tracking system (ATS) software to 
screen résumés. If you’re not customizing your résumé, you may be less likely to be selected for 
an interview. Even if the company doesn’t use ATS software, customized résumés are more 
appealing to human readers. One size doesn’t fit all.  
 
The process of customizing your résumé starts with your professionally written document. Most 
résumés can be customized to target similar roles within the same industry. For example, you could 
customize your teaching résumé to target different grade levels, different types of schools (public, 
private, etc.), and different school districts. But that same teaching résumé should not be used for 
a different industry or profession — for example, to pursue a position in sales. 
 
Tailoring the résumé (and cover letter) can help your documents successfully get through ATS 
software and into the hands of the recruiter or hiring manager. This process doesn’t require a full 
rewrite of the résumé. Tweaking the documents will improve your chances of getting your résumé 
seen.  
 
If the thought of customizing each résumé stresses you out, don’t worry! You always have the 
choice to customize “a little,” “the middle” (more than a little, less than a lot!), or “a lot.” Another 
pro tip is to keep a second “master” document of your customizations. That way, you can copy-
and-paste them into your customized document if they are applicable to a specific role. 
 
Prioritize quality over quantity. Instead of sending the same résumé to apply for 50 jobs, take the 
time to research and customize your résumé for 10-15 roles. You may be submitting fewer 
résumés, but you are increasing your chances of landing the interview … and the job. 
 
 
Customize “A Little” 
You should always customize the résumé, even if it’s just a little. Never send a generic résumé. 
You wouldn’t send the same greeting card for a birthday and for an anniversary, would you? So 
don’t send the same résumé to two different companies. Minor customization will only take 5-10 
minutes. 
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The first step when customizing your résumé is to do a “save as” of the document to preserve the 
original file. Re-name the file with your first name, last name, and desired job title (for example: 
JaneJobseekerSalesResume.doc). 
 
The easiest change to customize the résumé for the position you want is to include the desired job 
title and company name at the top of the résumé. This is a quick visual cue to show you customized 
the résumé for this specific opportunity: 
(Job Title) at (Company Name) 
 
For example: 
Public Relations Specialist at ABC Company 
 
If the job title of the position you’re seeking is not the same as your current job title, put this at the 
top of the résumé: 
Job Target: (Desired Job Title) 
 
For example, if you are currently a sales associate and you’re seeking a sales consultant role, your 
headline on the résumé would read: 
Job Target: Sales Consultant 
 
You can also use this formula: 
Seeking (Desired Job Title) Role at (Name of Company) 
 
For example: 
Seeking Public Relations Specialist Role at ABC Company 
 
When customizing “a little,” be sure to customize the Summary section. For human readers, this 
is often the first section they read. You want to ensure the skills and experience most desired by 
the prospective employer are highlighted in the top one-third of the résumé. 
 
Take a few minutes to make sure the job responsibilities and accomplishments listed in your 
résumé match the needs of the employer, especially those outlined in the job posting. 
 
You can also re-order accomplishment bullets to prioritize achievements related to the job being 
targeted. 
 
Customize “A Middle” Amount 
When customizing more than just “a little” — but not a full customization, focus on the company’s 
needs and how you are a match for what they’re looking for. This type of customization may take 
as little as 10-15 minutes. 
 
When possible, have the job posting in front of you so you can tailor the résumé to the job 
description. Companies hire employees to solve their problems. In her book, Résumé Magic, author 
Susan Whitcomb identifies 12 specific needs (“Employer Buying Motivators”) a company has. 
These include the company’s desire to: 

• Make money 
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• Save money 
• Save time 
• Make work easier 
• Solve a specific problem 
• Be more competitive 
• Build relationships / an image 
• Expand business 
• Attract new customers 
• Retain existing customers 

 
Identify the problems this job is designed to solve and help the prospective employer see how you 
can help them solve these specific problems. 
 
You can either print the job description and highlight it or feed it into a word cloud app. Examples 
of free word cloud software includes:  
WordClouds 
MonkeyLearn Word Cloud Generator 
WordItOut 
 
A word cloud generator will highlight some of the most important keywords being used in the job 
posting (especially ones that are mentioned more than once).  
 
For example, here is a word cloud generated from a Public Relations Specialist job posting: 
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The word cloud highlights skills (marketing, planning, communications), key responsibilities 
(media relations, working with the public, planning and executing events, developing community, 
soliciting sponsorships, building relationships), and values (collaboration, balance, flexible). 
 
Analyze the job posting (and/or word cloud): 

• What keywords and phrases are used in the job description? 
• Make a list of key skills, job requirements, and responsibilities desired. 
• Note the qualifications that you already possess that are mentioned in the job posting. 

 
Make sure you are using the keywords used in the job description. “Similar” isn’t good enough. 
Match the language used in the job posting to help your résumé rank higher in the ATS. Mirror 
the exact words and phrases that are used in the job description.  
 
Position Description: Résumé Language: 
 
• Responsible for researching, collecting data, 
and writing each grant 
 

 
Research, collect data, and write 6-8 grants 
annually supporting four separate programs. 

 
• Work with department managers to compile 
financials and data 

 
Collaborate with department managers to 
compile financial documents and data to 
support grant funding, administration, and 
recordkeeping. 
 

 
• Develop an annual grants strategy 

 
Proposed and developed an annual grants 
strategy that has successfully generated in 
excess of $1.1M in grants each year (2018-
present). 
 

 
Be sure to incorporate keywords in your Summary, Skills, and Experience sections. Keywords can 
also be used in the Education, Training, and Affiliations sections. 
 
If you do not have the skills and experience requested in the job posting, don’t lie on the résumé 
or use a “trick phrase” (such as “willing to learn [x]”) just to get the phrase included. However, 
you can include “adjacent” experience. For example, if you have experience working as a teacher 
in a childcare center, but not in an elementary school classroom, you could list it as “Possess two 
years’ experience providing childcare for children ages 3-5, equivalent to preschool classroom 
teaching experience.” 
 
As important as it is to include targeted information, it is just as important to remove irrelevant 
information. Remove information that is not relevant — any education, experience, trainings, or 
affiliations that are not relevant to this job. Be ruthless. 
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If you don’t have a specific job posting, research the company. If possible, use your network to 
connect with someone who works at your targeted employer. What values are part of their culture? 
How can you add value with your experience, education, and accomplishments? 
 
One final step might be to run the newly customized résumé through a word cloud generator to see 
how well it matches the job description word cloud. 
 
Customize A Lot 
To really stand out, show you are a perfect fit. Past experience is the best predictor of future 
success, so make sure you are highlighting your relevant experience and accomplishments. Don’t 
worry, however, if you don’t match all the requirements listed in the job posting. 
 
This customization process may take 30-45 minutes per document. 
 
Go back to the job posting again. Look how you can incorporate specific keywords into the 
Employment section. Human readers especially will focus on that section. Again, make sure you 
are using the exact keywords listed in the job posting. This will help your résumé perform better 
when it is run through the ATS software. 
 
Rearrange sections of the résumé, if necessary, to match the priorities established in the job 
posting. For example, highlighting your Education or Training section to emphasize a particular 
qualification can help it be noticed by a reader. (Remember, the section order will only matter to 
a human reader — the ATS software will put the information into the appropriate section within 
the software, regardless of where it’s listed on the résumé). 
 
If you have a specific Skills section on the résumé, re-order your skills to match the job description 
so that skills that are important to the prospective employer are highlighted first. 
 
You can also change the Employment section header to match the job. For example: 

• Teaching Experience (or Relevant Teaching Experience) 
• Sales Management Experience 
• Technology Experience 

 
Make sure you are spotlighting the experience and accomplishments that are most relevant to the 
role you’re targeting. 
 
Review the company website and/or LinkedIn company page to gain insight into the company’s 
values, mission, and culture. If possible, click through to review LinkedIn profiles of current 
company employees. Read the company’s “About Us” page on its website. If the organization is a 
publicly traded company, look up its annual report. What values do they highlight? Identify 
specific keywords to include that indicate cultural fit. When customizing the résumé, give specific 
instances of these values, such as: teamwork, communication, initiative, honesty, etc. 
 
Also look at your affiliations and associations and identify activities and organizations that might 
be a cultural fit with the target company.  
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But don’t stop with only customizing the résumé! 
 
It’s estimated that only one-fourth of cover letters are customized — but this is a perfect place to 
demonstrate your fit with a target employer. 
You can use the “T” format for the cover letter to demonstrate your fit for the role while working 
in more keywords. Imagine drawing a large letter “T” on a piece of paper, with a vertical line 
separating the page into two equal halves. The left side is labeled “Your Job Requirements” and 
the right side is labeled “My Qualifications.” Create a two-column table in the document. 
 
Copy-and-paste each of the job requirements into the left-hand side. Across from each 
requirement, list your education, experience, and other qualifications to meet the requirement. This 
is the most effective way to customize the cover letter and allows you to clearly demonstrate your 
qualifications for the role. 
	
Finally, don’t forget to customize your LinkedIn profile. While you can only have one LinkedIn 
profile (you can have an unlimited number of customized résumés and cover letters), if you see 
specific keywords included in multiple job postings, be sure to add them to your LinkedIn profile 
— in the Summary, the Experience section, and especially the Skills section. Keywords are critical 
to search engine optimization and being found by recruiters and hiring managers online, so don’t 
just “set it and forget it” when it comes to your LinkedIn profile. 
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Checklist: Jobseeker’s Guide to Customizing Your Résumé 
 
Reminder: Before customizing your résumé, do a “save as” of the document to preserve the 
original file. Re-name the file with your first name, last name, and desired job title (for example: 
JaneJobseekerSalesResume.doc) 
 
A Little (5-10 minutes) Middle (10-15 minutes) A Lot (30-45+ minutes) 
 
At a minimum, put the job 
title (matching the job 
posting) at the top of the 
résumé. 
 
If the job title of the position 
you’re seeking is not the 
same as your current job title, 
use this formula: 
Job Target: (Desired Job 
Title) 
 

 
Print out the job posting. 
Highlight keywords and key 
requirements.  
 
Then include these key skills 
and keywords in the 
Summary section. Make sure 
you mirror the exact words 
and phrases used in the job 
description. 
 

 
Research the target 
company’s mission, values, 
and culture. 
 
Review: 
• The company’s website 
• Their LinkedIn company 
page 
• The company’s annual 
report 
• LinkedIn profiles of current 
employees 
 

 
Be sure to customize the 
Summary section. You want 
the skills and experience most 
desired by the employer in 
the top one-third of the 
document. 
 

 
Focus on “Employer Buying 
Motivators” to show a 
prospective employer you can 
solve their specific problems. 
 
Use past accomplishments to 
demonstrate exactly how you 
can help the company. 
 

 
Go back to the job posting 
again. Make sure you are 
incorporating the exact 
keywords in the job posting 
in the Summary, Skills, 
Experience, Education, 
Training & Affiliation 
sections. 
 

 
Re-order accomplishment 
bullets to prioritize 
achievements that are 
relevant to your desired job. 
 

 
Paste the job posting into 
word cloud software and 
identify the keywords 
mentioned multiple times. 
 
Free word cloud software: 
WordClouds 
MonkeyLearn Word Cloud 
Generator 
WordItOut 
 

 
Craft a custom cover letter 
that outlines the specific 
matches between the 
company’s requirements and 
your qualifications. 

 


