
Always tailor your resume to the specific job to which you are applying. Never use the same resume for
multiple jobs, even if it is generally geared to the same industry. In order to tailor your resume to the job,
incorporate keywords from the job description into your experience section when applicable.

This allows you to “speak the hiring manager’s language,” which means you can directly show the employer
how your experience and skills match up with the job requirements. Additionally, many employers use
hiring algorithms that sort out the resumes that match up most to the job requirements. For employers
that use these algorithms, tailoring your resume using exact keywords can increase the chances of an
employer physically viewing your resume.

IDENTIFYING KEYWORDS

The first step in this process is reviewing the job description and identifying keywords. Physically highlight
the keywords, and then review the list to see which keywords you have experience doing. After indicating
the keywords that you have experience in, review your resume to see where you can plug in these keywords.

Below is an example of what this may look like. This is a job description for a Mental Health Specialist that
has been highlighted to show keywords:

● Provides general direction and supervision to residents within the unit/cottage, including
one-on-one attention to assigned residents, in accordance with the individual unit/cottage
programs. This includes ability to physically restrain acting out residents per safety and behavior
management standards.

● In conjunction with the treatment team, assists in developing, writing and implementing group
and individual treatment plans.

● Documents shift activities and maintains appropriate records including all data needed for
Medicaid billing. Completes appropriate forms and paperwork. Maintains and updates hard copy
and/or computerized files/records.

In the next section, you will see how a College of Charleston Resident Assistant (RA) may incorporate these
keywords into their resume.

INCORPORATING KEYWORDS INTO YOUR RESUME

Before applying to this position, a RA may have described their experience like so:

● Oversee a hall of 35 residents by implementing residence life policies and regulations
● Plan group activities to increase awareness of campus resources and to enhance campus morale
● Meet with residents individually when needed to offer counsel and encouragement when

distressed
● Ensure safety of all residents

However, after identifying the keywords in the Mental Health Specialist position, a RA may slightly alter their
descriptions like so:

● Provide general direction and supervision regarding residence life policies and regulations to a
hall of 35 residents

● Assist in developing and implementing group activities to increase awareness of campus
resources and to enhance campus morale

● Provide one-on-one attention to residents when needed, offering counsel and encouragement in
times of distress

● Document activities and maintain records in efforts to ensure safety of all residents

See continued document on next page.



The RA has incorporated keywords from the job description into their resume by providing context of how
they performed these same tasks in their role. Notice that they did not include the keywords that they did
not have experience doing. They also did not copy and paste large sections for the job description.

Even if you do not have direct experience in the field that you are applying to, tailoring your resume will
help the employer see how you might apply your skills and experience in the job position. To see how well
your resume matches up to a job description, go to jobscan.co and scroll down to copy and paste your
resume and job description.


