
GET THE JOB

Job descriptions are often 
packed with jargon, 
industry buzzwords and 

long lists of qualifications. 
For job seekers, understand-

ing what an employer is truly 
looking for can feel like solving 
a puzzle. Here’s how to break 
down job descriptions and tai-
lor your application to stand 
out.

SPOT THE KEYWORDS
Employers often include spe-

cific keywords that reflect the 
skills, qualifications and attri-
butes they value most. Start by 
highlighting action verbs and 
key phrases, such as “project 
management,” “customer 
engagement” or “data analy-
sis.” These words indicate core 
responsibilities and required 
expertise.

Pay special attention to 
repeated phrases or themes 
within the description. If a role 
emphasizes “teamwork” or 
“problem-solving” multiple 
times, it’s a signal that these 
traits are critical. 
Incorporating these keywords 
into your resume and cover let-
ter can help demonstrate your 
alignment with the role.

PRIORITIZE THE  
MUST-HAVES

Job descriptions often 

include both essential and pre-
ferred qualifications. Focus on 
the “must-have” skills, usually 
listed early in the posting. 
These are non-negotiable 
requirements like certifica-
tions, years of experience or 
technical expertise. If you 
meet these, you’re a strong 
contender.

Preferred qualifications, 
often labeled as “nice-to-have,” 
are less critical. Don’t be dis-

couraged if you don’t meet all 
of them. Employers are often 
willing to overlook secondary 
requirements for candidates 
who excel in the core qualifica-
tions and can demonstrate 
potential.

READ BETWEEN  
THE LINES

The tone and language of a 
job description can offer clues 
about the company’s culture 

and expectations. Terms like 
“fast-paced” or “self-starter” 
may indicate a need for inde-
pendence and quick deci-
sion-making, while phrases 
like “collaborative environ-
ment” suggest a focus on team-
work and communication.

Vague descriptions like “flex-
ible responsibilities” or “wear 
multiple hats” may indicate the 
role will evolve over time. 
Consider whether this aligns 

with your skills and career 
goals before applying.

By analyzing job descrip-
tions carefully, you can tailor 
your application to highlight 
the qualities and experience 
employers value most. This 
attention to detail not only 
increases your chances of 
landing an interview but also 
helps ensure the role is the 
right fit for your career aspira-
tions.
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