
KEYWORDS INVENTORY FORM:  Guide to Tailoring Your Resume & Cover Letter   
 

Using keywords helps market you for a job.  Employers sometimes run a keywords search on resumes to help 
select who they will invite to interview!  Keywords are words or groups of words that describe job duties and 
requirements in the language that employers use. Using keywords can help you customize your resume and 
cover letter for a specific job application. They are used to describe the job’s required or desired 
qualifications, job duties, skills, work traits, personality characteristics, and sometimes even company 
culture. 
 
Activity: Review a job posting and identify the keywords used. List them below to help you tailor your resume 
and cover letter for the job. Place a “star” by the ones you list below that seem to be most important to the 
job and employer. 
 
Helpful tip:  You may want to maintain an unmarked copy of this form from which you can make photocopies, 
so you can fill out a new Keyword Inventory Form for each job listing to which you are applying.  You may 
need to use more than one sheet per job. 
 
Keyword (word or phrase) in the 
job description: 

Relevant example(s) as to 
where/how I have demonstrated 
this “keyword”: 

Achievement, specific outcome, or 
result pertaining to the 
example(s): 

Example, from:  “Ideal candidates 
must be detail-oriented and 
possess strong organizational 
skills,” pull the keywords below. 
 
Detail-oriented 
 
Organizational skills 

 
 
 
 
 
Example: “As a student employee 
at LCC, I organized handouts and 
supplies in the storage closet for 
the summer orientation 
programs.” 

 
 
 
 
 
Example, continued: “Having an 
organized supply room resulted in 
time savings and more efficient use 
of resources.” 

  
(OVER) 
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Keyword (word or phrase) in the 
job description: 

Relevant example(s) as to 
where/how I have demonstrated 
this “keyword”: 

Achievement, specific outcome, or 
result pertaining to the 
example(s): 

 Keywords:  Relevant Examples: Achievements/Outcomes/Results: 
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