Job description breakdown worksheet
Paste or print the advert, then fill one row per requirement. Essential and desirable come from the advert's own wording; if it does not say, mark 'unclear' and treat it as essential until you know more.
The role
Role title: [ ]   Employer: [ ]   Closing date: [ ]   Source: [ ]
Requirements and my evidence
For each requirement write the example you would give if asked: role or project, what you did, what changed. A blank is useful information: it shows a gap honestly.
Requirement 1: [their words]
Kind: [essential / desirable / unclear]
My evidence: [ ]
Status: [evidenced / needs more / gap]
Requirement 2: [their words]
Kind: [ ]   My evidence: [ ]   Status: [ ]
Requirement 3: [their words]
Kind: [ ]   My evidence: [ ]   Status: [ ]
Requirement 4: [their words]
Kind: [ ]   My evidence: [ ]   Status: [ ]
Requirement 5: [their words]
Kind: [ ]   My evidence: [ ]   Status: [ ]
Words the employer uses
[Terms the advert repeats for skills, tools, values or processes, so your resume uses the same language where it is true.]
What I will put first on the tailored resume
[The two or three evidenced requirements that matter most.]
Gaps and how I will handle them
[Essential requirements without evidence: decide whether to address them honestly, learn, or not apply.]

The free requirement-to-evidence tool on luceria.careers does the extraction automatically from a pasted advert and exports this same table as a CSV.
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