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Applying for Jobs





ASSESSING JOB FIT

● Carefully weigh the employer’s wants and needs and yours

● Take your time to consider a job opportunity before making a decision

● Revisit your responses from the career visioning exercise to remember what you 

want in a company and job

 



HOW WOMEN & MEN ASSESS JOB FIT

 

● Men typically apply for jobs when they meet 60% of the qualifications 

● Women generally apply when they satisfy 100% of the requirements

● It’s best to submit an application for a job when:

○ You match at least 75%-80% of the job requirements

○ You’re a strong candidate 



OPEN THE TOP 
COMPANIES TRACKER



TAILORING YOUR JOB APPLICATION MATERIALS

● Read all the information available about the position 

● Identify keywords from the job description and incorporate them in your job 

application materials

● Introduce critical skills and show how you would use them to meet company needs

● Delete any information in your basic application materials irrelevant to the role

● Show how your values or interests align with those of the company 





TAILORING YOUR MATERIALS: JOBSCAN
Jobscan shows you how to optimize your resume, cover letter, and LinkedIn 

profile. To optimize your resume, enter a job description and your resume and 

select scan, which allows you to: 

1. Receive a Match Rate for the position

2. See how often you have shown impact or results 

3. Receive recommendations for improvements



ENTERING YOUR RESUME & JOB DESCRIPTION



MATCH RATE & OTHER FINDINGS



REVIEWING ATS FINDINGS



REVIEWING ATS TIPS



REVIEWING ATS FINDINGS



REVIEWING HARD SKILLS FINDINGS

 



REVIEWING SOFT SKILLS FINDINGS

 



REVIEWING OTHER KEYWORDS FINDINGS

 



RECRUITER TIPS

 



FORMATTING SUGGESTIONS





SUBMITTING YOUR 
JOB APPLICATION 

MATERIALS

Subject: Kristine Knutter Marketing Manager Application - Patagonia

Dear Mr. Roberts,

My name is Kristine Knutter, and I’m a marketing professional with five 
years of experience in digital marketing in the retail industry. I was 
delighted to discover that Patagonia is hiring a new Marketing 
Manager. I’ve long been a devoted Patagonia customer, and I’m 
extremely enthusiastic about this opportunity. 

Please see my attached resume and cover letter for the position, and let 
me know if you would like any more information. My contact 
information is listed below. Thank you for your consideration. 

Thank you,

Kristine Knutter, M.A.
222-222-2222
kristine.knutter@gmail.com
Linkedin.com/in/kknutter





COMMUNICATING WITH A PROSPECTIVE EMPLOYER
● Show enthusiasm, professionalism, and promptness in every interaction

● Communicate professionally, even with an AI assistant



COMMUNICATING WITH A PROSPECTIVE EMPLOYER
● Follow up with an email, letter, or phone call if you haven’t heard anything 

○ Thank the employer for reviewing your resume

○ Ask about the next steps in the process, when candidates will be 

contacted, and if they need any additional information from you

● Add your activities in the Job Applications Tracker in your course files



QUANTITY? QUALITY?



The secret of my success is that we have gone to exceptional lengths to 
hire the best people in the world.

- Steve Jobs


