
  

 
 

 

How to apply for a job through your Universal 

Jobmatch account 
 

 

 
 

1. Once you have found the job you 

want, make a note of the Job ID 

number. 

 

2. Review your skills. Check that 

your skills are relevant to the job 

you want to apply for.  

(Having the relevant skills for 

the job will put your application 

to the top of the list) 

 

 

3. Click on the apply button found at the bottom of the 

page 

 
 



  

 
 

 

 
  

4. Add your most recent CV. 

 

5. Add cover letter, remember to adapt the cover letter to 

the job, place, skills to fit the job and add a contact 

name if requested. 

 

6. Double check everything and then click the submit 

button at the bottom of the page.  

 

 



  

 
 

 

 
7. You will get a message telling you that you have 

successfully applied the job. Click on the ‘Continue’ button. 

 

 

 
8. Back in your account click on ‘View all’ in your application 

history. 

 

 
9.  Click on ‘Request feedback.  

 

10. You can also click on ‘View similar jobs’.  

 

 

Good Luck!  
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Checklist 
When you are applying for jobs through your Universal 

Jobmatch account, make sure you have remembered 

everything.  

 

 Make a note of the job ID     □ 

 

 Review your skills      □ 
 

 Submit your most recent CV    □ 

 

 Add your cover letter     □ 

 

 Request feedback on your application □ 

 

 

 


