
Job Application Review Tips 

Dear [Recipient's Name], 

Thank you for submitting your application for the [Job Title] position at [Company Name]. To 

help you improve your application and increase your chances of success, we have put together 

some useful review tips: 

1. Tailor Your Resume 

Ensure that your resume highlights relevant skills and experiences that align with the job 

description. 

2. Write a Compelling Cover Letter 

Your cover letter should clearly express your interest in the position and how your background 

makes you a suitable candidate. 

3. Use Action Words 

Incorporate powerful action verbs to demonstrate your accomplishments and responsibilities in 

previous roles. 

4. Proofread Your Documents 

Eliminate any spelling or grammatical errors that could detract from your professionalism and 

attention to detail. 

5. Follow Application Guidelines 

Adhere strictly to the specified guidelines for submitting your application to show that you can 

follow instructions. 

We appreciate your interest in joining [Company Name] and look forward to reviewing your 

application. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Company Name] 


