
STRATEGICALLY TAILORING YOUR RESUME IS CRUCIAL! 
 
In getting ready to embark on a job search campaign, you may wish to develop a foundation (or master) 
resume, for starters; but, once you are ready to apply for a specific job opening, it is very important to 
modify that foundation resume to create a resume that is strategically tailored to the position for which 
you are applying.  This will help to optimize your potential for getting invited for an interview. 
  
To strategically tailor your foundation resume, follow the set of steps listed below. 
  

1. Read through the job listing thoroughly. 
 

2. Read through the job listing a second time.  Using a yellow highlighter marker, highlight the 
keywords and key company information. 

 
3. Keyword:  Those words or groups of words that describe key qualifications, abilities, work traits, and 

qualities the employer is looking for in the ideal candidate. 
 

Key company information: Anything that describes the company’s philosophy, approaches, values, 
goals, and so on (Ex.:  “We utilize a team projects approach.”)  

 
Develop a KEYWORDS:  RELEVANT KEY MATCHES 3-column chart by completing the steps below. 

a) Draw three columns. 
b) Label the 1st column: Keywords.  
c) Label the 2nd column Background. 
d) Label the 3rd column Achievements. 

 
4. For any high priority keyword (e.g., the employer has indicated a specific duty as being one of 

higher importance or frequency and/or has mentioned it two or more times in the job listing):  Draw 
a star next it. 

 
5. Now, fill in the chart. List the first highlighted keyword in the 1st column, then your relevant 

experience(s)/background related to the keyword in the 2nd column, and any related significant 
achievements in the 3rd column.  Consider paid experiences, unpaid experiences, courses, training 
programs, and other relevant experiences or background, achievements, honors, awards, 
recognitions, and more when making your selections as to what to write on the chart.   Continue to 
fill in the chart where you can for each keyword.  Especially for each starred keyword, try to list 
more than one background entry and one or more relevant achievements.  

 
6. Use all or some of the information you have listed on the chart to create a resume from scratch or 

modify a foundation resume you have prepared to tailor it for this application, customizing it to the 
needs of the job and the company/organization. 

 
7. Now look up the occupation using the O*NetOnLine™ website (https://www.onetonline.org) by 

entering the job title in the keywords search box, running the search, and clicking on the  
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occupational link that is the best match (usually the 1st one).  On the screen that appears, click on 
the Details tab.  Then, click on the following tabs one at a time:  Tasks, Skills, Work Activities, 
Detailed Work Activities, and perhaps others.  The frequency of each of the common tasks, skills, 
work activities, or detailed work activities listed for this occupation is indicated using a 0%-100% 
scale.  Do you find any, especially in the 75%-100% range, that you want to include on your resume 
but modify to accurately reflect your own experiences? 

 
8. Now review your relevant college course syllabi or training program outlines.  Syllabi can often be 

found online.  Particularly review goals and outcomes, when listed.  Are there any statements you 
wish to “translate” into work knowledge or work task language to include on your resume? 

Examples: 
• Knowledge of medical terminology. 
• Provided massage therapy to clients ranging from teenagers to older adults at X 

Massage Clinic. [During a clinical course]  
 

9. As much as possible on your resume: 
 

a) Present your resume categories of information in order of relevance/importance to the job 
for which you are applying. 

b) Present each set of bullet-point entries you list, such as those describing a given job 
experience of yours, in order of relevance to the job for which you are applying; so, the first 
bullet-point entry should be the most important one, and so on. 

 
10. Consider splitting a given category into two or three categories if this will market you better.   

For Example:  EXPERIENCE could be split into SALES EXPERIENCE and OFFICE SUPPORT EXPERIENCE, 
and SALES EXPERIENCE could be placed first.  One would want to consider doing this if his 
(his/her/their) sales experience as a Sales Associate is older than his experience working as an Office 
Assistant, but he is now applying to a Sales Manager position. 

 
11. Finalize your draft.  Have at least one or two other individuals (e.g., an LCC Career Advisor) review it 

and proofread it for possible errors.  
 
Note:  Also, prepare a strategically tailored cover letter to accompany your resume. 
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Lansing Community College is committed to providing equal employment opportunities and equal 
education for all persons regardless of race, color, sex, age, religion, national origin, creed, 
ancestry, height, weight, sexual orientation, gender identity, gender expression, disability, familial 
status, marital status, military status, veteran’s status, or other status as protected by law, or 
genetic information that is unrelated to the person’s ability to perform the duties of a particular job 



or position or that is unrelated to the person’s ability to participate in educational programs, 
courses, services or activities offered by the college.  


