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Do you know what you are
searching for?

IS your resume format making
it through the applicant
tracking system?

IS your resume content a
match--at least 70% with the
job listing?



Do you
know what
job(s)
you're
searching
for?

Alternate job titles.

Company research.

Only 50% of jobs are posted on traditional job posting
boards like Indeed, CareerBuilder, ZipRecruiter. Where are
the rest? On company webpages or with recruiters
(niche).

Do you need retraining or perhaps a certificate? See



https://www.mooc.org/

Many of these business titles can be used in a variety of industries. For instance,
the title of manager can mean a variety of things and be used in any number of

industries. These could include finance, retail, medical services, etc. See a list of job
titles related to business below:

= Administrative

- Banking

- Consulting
Learn About the Different . Corporate

Types Of JOb T|t|eS - Human Resources
(thebalancecareers.com) . Insurance

« International Business

« Legal

« Public Relations

« Purchasing

« Sales


https://www.thebalancecareers.com/job-titles-a-z-list-2061557

Tapping the Hidden Job Market

« Network traditionally. If you aren’t already, make sure you are networking in
some of the more traditional ways. Attend formal networking functions like

career fairs, conferences, and chamber of commerce events. Reach out to
people in your networks, including college alumni and LinkedIn connections.

Set up informational interviews with contacts in your industry. Consider

sending a message to friends and family letting them know about your job

search. All these traditional networking strategies can lead to information
about job openings.

- Say yes to invitations beyond traditional networking functions. Go to the

W h at | S th e H I d d en J ) b ballgame with your college roommate. Go to your cousin's baby shower. Make

time to swing by your neighbor's barbecue. Once you're at these events, be

I\/I a r ket ? social and introduce yourself to people you don't know. You never know when

you'll meet the person who knows someone with an in.

(t h e b a | a n Ce Ca re e rS R CO m ) + Practice your elevator speech. What do you want from your career? What do

you have to offer an employer? What does your dream job look like? Don't worry

- no one is suggesting you become the kind of bore who's always cramming
your professional goals down everyone's throat. Just be on the lookout for
opportunity, and don't be afraid to put yourself forward if one presents itself.
Remember: if someone's hiring, they need a quality candidate as much as you
need a job. You might be solving their problem as well as your own.

+ Update your social networks to reflect your new mission. This can be tricky, of
course, if you're still employed and hoping to move on. If you're cautious and
change details slowly, you can buff up your online profiles without jeopardizing
your position. Make sure your online networks reflect your latest skills and
experiences. By building a strong professional brand online, you increase your

chances of impressing someone in your network.


https://www.thebalancecareers.com/what-is-the-hidden-job-market-2062004

Find the Best

Companies
Hiring Now |
ndeed.com

a
indeed Findjobs  Companyreviews  Find salaries Upload your resume  Sign in Employers / Post Job

Get access to millions of company reviews

Find great places to work

Company name or job title City, state, or zip (optional)

| 3 | T

Do you want to search for salaries?

@ Companies Hiring Now

Quest Diagnostics

Yokt 5,306 reviews

Salaries Q&A Open jobs

(@) Cuest

Osmose Utilities Services...

& kv 684 reviews

Salaries Q8A Open jobs

c Subway Buffalo Wild Wings

Yokl 49,787 reviews

Salaries Q&A Open jobs

7 ¢.% Norton Staffing and...

-, Fokk s 17 reviews

»,
Salaries Q&A Open jobs

Yolodok v 11,394 reviews

Salaries Q&A Open jobs

Obsidian Financial Services

SEEEE el YT 13 reviews

Salaries Q&A Open jobs


https://www.indeed.com/companies?from=gnav-employer--tophat--jobseeker

Vianpower Survey: Chicago Job Market

Metropolitan Statistical Areas

For Quarter 1 2021, all of the 100 largest Metropolitan Statistical Areas (MSAS) in the United States report positive Net
Employment Outlooks. Additional survey results for each MSA are available at meos-press.manpowergroup.us.

Met Employment
Qutiook Q1 2021

Metropolitan Statistical Areas

42% Cape Caral
34% B Pasa, Grand Rapids, Winston-Salkem
% Des Moines
30% Scrantan
28% Greermille
26% Jacksarwille, Little Rock, Richmand, Tampa
25% Bufiale, Greensboro
23% Omaha, Raleigh
22% Chattanaoga
1% Akron, Atlanta, Indianapesis, Madison, Phoenix
20% Charlotta, Detroit
19%. Lakeland, Mamphis, Providencs, Riversids, Aochester, Salt Lake City
18%: Hartfard, Minneapolis, Ogden
17% Boisa Gity, Houston, North Port, Oxnard, Tucson
18% Alantown, Chicago, Cincinnati, Knowvilla, MoAllen, Miarni, Pakm Bay, Philadelphia, Provo-Orem, Washington, Wichia
15% Calurnibia, Dernver, Los Angeles, Sacramento, St Louis, Toledo
14% Calurnbus, Dallas, Dayton, Harrisburg, Virginia Baach
13% Albuquerque, Batan Rauge. Birmingharm, Miwaukes, San Diega, Seatts, Stocktan
12% Baltimore, Cleveland, San Francisco
1% Bostan, Charlesten, Mew York, Orlando, Syracuse, Worcester
10% Austin, Portland, San Jose
9% Augusta, Spakane, Tulsa
8% Jacksan, Kansas City, Mashwilla, Oklahorma City, Youngstown
T% Deltona, San Antanio, Springfisld
6% Bridgsport, Pittsburgh
5% Alary, New Hawan
4% Honalulu, Mew Orleans
3% Colorada Springs, Fresna
2% Bakersfisld, Louisvills
1% Las Vegas 4

Survery results are available for tha 100 largest Metropoltan Statistical Areas basad on business estabishment count.


https://tinyurl.com/m5b6y7pb

The Ultimate List of Free Company Databases &
Registers

Company databases that can be downloaded as an
Excel file (CSV)

Powrbot (free)

Powrbot offers lists of 10M+ company profiles by country and industry for
Excel / CSV download.

Look for the Orange button to download the CSV files.

& Download this company list

o Company lists by Country (e.g. United States (note, this is a 400MB+
file), United Kingdom)

» Company lists by Industry (e.g. Advertising, Banks)



https://medium.com/powrbot/the-ultimate-list-of-company-databases-registers-bfd779b4600f

Resume Format Issues

IS you resume making
it through the ATS?




Report: 99% of Fortune 500 Companies Use

Applicant Tracking Systems (jobscan.co)

9% OF FORTUNE 500 COMPANIES USE APPLICANT CKING SYSTEMS

99% of Fortune 500

Companies use Applicant
Tracking Systems

m by Linda Qu
Posted on November 7, 2019

Disclosure: | do not have a financial interest in Jobscan, but | am provided free Jobscans for my teaching.
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https://www.jobscan.co/blog/99-percent-fortune-500-ats/

Report: 99% of Fortune 500 Companies Use
Applicant Tracking Systems (jobscan.co)

ATS used by Fortune 500 % Jobscan

OTHER —
186%
WORKDAY 130 b 26%

TALEO _________~— 109 ADP v WORKDAY

SAP/SUCCESSFACTORS 73
IBM KENEXA BRASSRING . 47 cims, 72% m
L N3G

ICIMS

ADP 12 2% o,
KENEXA
OTHER S N 93 swpt, /

SAP/SUCCESSFACTORS

ource: jobscan



https://www.jobscan.co/blog/99-percent-fortune-500-ats/

How Can | Tell'lT ['Have an ATS Eriendly

Resume?

TopResume" Resume Services About ~ Testimonials ~ Career Advice @

Q: How can | tell if | have an ATS-friendly resume?

“How can I test my resume for ATS readability?” — Quora user

Before you determine if your resume would pass the test for its “ATS readability,” first make sure you're applying

these resume-writing best practices to your document:
See how your resume stacks up.

1. Avoid placing important details like your contact information in the header or footer of your resume

Get a free expert review

document.

. https://www.topresume.com/career-advice/ask-amanda-resume-ats-readability

14


https://www.topresume.com/career-advice/ask-amanda-resume-ats-readability

Help Erom the Resume Doctor

Making Your Resume Scannable
No pdf unless requested.
Clear formatting—use this option on
Word.
One-inch margin.
No tables or headers.
Limit bold, bullets and underlines.
No italics.
No tables or section heads.
No contact info in header.
No font scripts. No serifs fonts.
10 point font is smallest.
No graphics, logo, or info in tables.
No horizontal lines that cross the entire

page.

15
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obscan Tutorial - Jobscan

l/
5 Jobscan What is Jobscan? v Resume v  Cover Letter v Linkedln v ATS v~ Resources v  Solutions v SIGN UP

|

Our step-by-step walkthrough of how to use Jobscan to optimize your resume and cover letter

e

Home Resume Tips Cover Letter Tips LinkedIn Tips Resume Writing Guide About ATS

Jobscan Learning Center 3 The Jobscan Tutorial Learning Series

PART 2 PART 3 PART 4

» Jobscan LinkedIn Optimization » Jobscan Video Series » Jobscan Coach Tutorial

Tutorial

CONTENTS

Why Resume Optimization Matters

ATS FINDINGS © srrican roaceius v

Jobscan Introduction

l/
Match Rate 5 J u a n Job TTLE MaTCH © v

Results And Findings www.jobscan.co .

Ats Findings wsveo v

Recruiter Findings

Skills And Keywords

Exclude Skills
TRY IT NOW

Predicted Skills
Back to Top

17


https://www.jobscan.co/jobscan-tutorial

Jobscan Resume Match Report

{==== Resume Match Report - how well do you match the job?

/

@ ~»

Watch later Share

Jobscan

Resume Match

MORE VIDEOS

p o 000/222

Report

3 £ Youlube {3

Info

18


https://www.jobscan.co/video-resume-match-report

Optimize Your LinkedIn Profile (jobscan.co

|/
6 Jobscon What is Jobscan? v Resume v Cover Letter v Linkedin v ATSv  Resources ¥  Solutions v

GET NOTICED ON LINKEDIN.

Recruiters and hiring managers can't find you without
a complete and fully optimized LinkedIn profile.

Whether you're using Linkedin to attract recruiters or supplementyour resume in your job
search, your profile will only make.an impact if it's tailored to the jobsyou want with spegific
and search engine optimized profile sections.

SCAN MY LINKEDIN PROFILE



https://www.jobscan.co/linkedin-optimization

Webinar: Optimizing Your Resume (The Key to Job

Search) with Tim Thomas | No Fear Job Search -
YouTube

= D3YouTube Search

Jom o H—
ig Fewa g

Running time is 55 minutes. Opt|m|Z|ng Your Resume
- the key to job search -

Timothy Thomas, Lead Coach, Coaching Technology Group, Inc.

O—x == O—x

=0 @ & (& OK] I

Webinar: Optimizing Your Resume (The Key to Job Search) with Tim Thomas | No Fear Job Search
3,217 views * May 11, 2020 w52 ®lo A SHARE =i SAVE ...
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https://www.youtube.com/watch?v=3HUebv8EbMI

Free Tria
Jobscan

JOB SEEKERS CAREER CO HES

PREMIUM FEATURES

MOST POPULAR

https://www.jobscan.co/up S

rade

FREE ONE MONTH FREE

Free Forever $89.95 usD every 3 months after trial $49.95 uso every month
S Match Rate Calculations on Signup Unlimited Match Rate Calculations Unlimited Match Rate Calculations
2 Match Rate Calculations / month Unlimited Keyword Comparisons Unlimited Keyword Comparisons
2 Keyword Comparisons / month Unlimited Scan History Unlimited Scan History
Limited Scan History (20} Resume Manager Resume Manager
Resume Manager Jobscan Learning Center Jobscan Learning Center
Jobscan Learning Center LinkedIn Optimization after trial period Linkedln Optimization
Cover Letter Optimization Cover Letter Optimization
Jobs That You Match Jobs That You Match
Predicted skills Predicted Skills
Resume Power Edit new:! Resume Power Edit Ji=0
Premium ATS & Recruiter Findings  new: Premium ATS & Recruiter Findings nNew:!

21


https://www.jobscan.co/upgrade

Eve Tracking Study Shows Recruiters Look at

Resumes for 7 Seconds | HR Dive

.-)HRDIVE Deep Dive Opinion Li

Eye tracking study shows recruiters
look at resumes for 7 seconds

Dive Brief:
*In its 2018 Eye-Tracking Study, Ladders Inc.

revealed that the time recruiters spend on the initial

screen of a resume is up from an average of only six
seconds in 2012, but only by about a second. Today's
recruiters skim resumes for an average of 7.4 seconds.
*Resumes that succeeded in capturing recruiters'
attention featured simple layouts, with clear sections
and heading titles. Resumes did not fare well when
hindered by cluttered layouts, a lack of white space
on the page, multiple columns and long sentences. A
lack of section or job headers also turned off
recruiters, as did text that didn't flow or draw the eye
down the page.

22


https://www.hrdive.com/news/eye-tracking-study-shows-recruiters-look-at-resumes-for-7-seconds/541582/
http://www.prnewswire.com/news-releases/ladders-updates-popular-recruiter-eye-tracking-study-with-new-key-insights-on-how-job-seekers-can-improve-their-resumes-300744217.html

The 5 Things Recruiters Care About on Your

Resume | The Muse
e https://youtu.be/pBu7y9ShGaU

- HOW
YOU

23


https://www.themuse.com/advice/the-5-big-things-recruiters-look-at-on-your-resume-before-making-a-decision
https://youtu.be/pBu7y9ShGaU

op Resume Mistakes That Could Cost You the

Job | TopResume

* Spelling and grammatical errors.

* Incorrect or missing contact information.

* Using an unprofessional email address.

* Including outdated or irrelevant information.

* Failure to demonstrate and quantify results.

e Annoying buzzwords and/or obvious keyword stuffing.

* Being too generalized or not customizing to match the job listing.

24


https://www.topresume.com/career-advice/top-10-resume-mistakes-that-cost-you-the-job

op Resume Mistakes That Could Cost You the

Job | TopResume

e Repetitive words or phrases used in multiple job descriptions.
* Including a headshot.

* Format and/or design is too elaborate.

* Dense blocks of text or too many bullet points.

* The document is longer than two pages.

e Using an "objective statement.”

25


https://www.topresume.com/career-advice/top-10-resume-mistakes-that-cost-you-the-job

How to Manage Employment Gaps on Your

Resume - Job-Hunt.org (job-hunt.org

Steady Work History

With a steady work history and no employment gaps, you can be very specific:

Microsoft February 2010 — Present
Oracle April 2006 — January 2010

However, even with a steady work history, most people use annual dates in their resumes because it
shares the necessary information and saves on word clutter — creating more white space, which in turn
makes the resume more visually accessible. Also, if you have recently lost a job, mest headhunters and
recruiters say you can get away with leaving “- Present” on your resume up to 90 days after your last pay
check.

Gaps of a Few Months

Recessions and layoffs have affected almost every one of us, so gaps of a few months between jobs is
no longer a cause for shame, it has become acceptable - just one of those facts of life. By using annual

dates
Microsoft 2010 — Present
Oracle 2006 — 2010

The interviewer will have to ask you to define an employment gap or continuity, and as your goal in a job
search is always to get intc a conversation, this is not a problem. You explain the gap as time spent
getting your resume and job hunt up to speed.

Gaps of Up to One Year

With longer employment gaps of, say, up to 11 menths (you left one job in January and didn’t get the next
one until December) by consistently using annual employment dates throughout your resume, you can
similarly downplay the employment gap on your resume:

|BM 2010 — Present
Oracle 2006 — 2010


https://www.job-hunt.org/resumes/employment-gaps-strategies.shtml

Fighting the Overqualified Label - Job-

Hunt.org (job-hunt.org)

Employer Concerns About Overqualified Job Seekers

When they do see your profile or resume, and notice you are older, these are the things they are most
worried about:

« You might not have the energy to keep up.
« You will not pull off intense deadlines in a fast paced company.
= You conduct business at a slower pace than they do.

= You bring “baggage” (history), and will tell them why their goals can't be achieved because you saw
the same thing tried in 1957. While they will come to value your experience, they don't want to get
the feeling that you are stuck in processes, eic.

= Your technical skills arent relevant, and you will never come up to speed.
« You are more senior than this position, and you are just taking this until you find something better.
« You will be bored and leave.

« You are a classic manager and will no longer roll up your sleeves to be an individual contributor, too.

Yes, these concerns are real. These are the reasons they tell me when we discuss an older candidate's
qualifications. Often, | can counter successiully, the interview is set up, and the person is often hired.

27


https://www.job-hunt.org/job-search-mindset/fighting-overqualified-label.shtml

Fighting the Overqualified Label - Job-

Hunt.org (job-hunt.org

1. First impressions happen once.

Your profile and followup resume can have a much bigger and lasting impression than anything you
say in a phone conversation or over lunch. However, there is simply no point in letting all your friends
know you are looking if they can’t immediately see all the ways you might fit in.

So, get your ducks in a row BEFORE you network.

2. Skip the common “Over 20+ years experience.”

It reinforces your age, and it can scare people off who think you might be too expensive Focus on
specific and current skills.

3. If they say they want 5+ years Project Management experience, and you
have 17, use 5+.

It will help you in the algorithm, and it's true.

4. Don’t look so senior that they are afraid you will be bored.

| see resumes and profiles all the time that make candidates look more senior and expensive than
they are. Keep it streamlined, and keep it specific.

Concentrate on the last 5-15 years.

If you are in middle management or an individual contributor, 2 pages is fine. If you are an executive,
3 is okay But if you are open to under $100K positions, consider a one page.

5. Don’t emphasize a VP title if you are open to Director roles, and don’t use Drill down for 16 more
Manager if you are open to an individual contributor role. .
Suggestlons.

Use “Leader,” “Head of " or “Expert.”

6. Name your resume “YourNameSpecialty.”

For example, use " MarkJonesMarketing,” not “MarkJonesVPMarketingCMO” unless you will not
consider any other title.


https://www.job-hunt.org/job-search-mindset/fighting-overqualified-label.shtml
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Name
Address
City, State and Zip Code
email
phone
LinkedIn

Job Title(s) and Company Name

Targeted
SUMMARY OF QUALIFICATIONS to each job

WORK EXPERIENCE listing.
Job title. Company name. Dates

One sentence of duties.
Three accomplishments.

Job title. Company name. Dates
One sentence of duties.
Three accomplishments.

EDUCATION
Degree Name Degree Acronym University, Degree Date. Relevant coursework and course projects can go here.

Degree Name Degree Acronym Major in , Date . Major G.PA.is . Academic honors
include and

ACTIVITIES AND PROFESSIONAL MEMBERSHIPS



Wiriting Prompts for Writing the Summary.

e |t should answer the

question “Why are you Ability to
?Ua“flﬁd? uslmgftel";ms Background includes
rom the result or the Duties includes

Jobscan—the ones with
the red X’s. You can use
these prompts to get the
current Jobscan score to

Experience includes
Experienced in
Knowledge of

the requisite 70% Personal qualities include

minimum by using these Proficient in

or similar prompts: You Responsibilities include

can use skills from course Skills include

work or job, but it is not Track record of accomplishment includes
allowable to eliminate Work experience includes

skills from the job listing. Former boss would say

31



Resume Checklist

* Resume has five parts—No separate skills section.

* One inch margin all around.

 No headers, footers, tables.

 San serif fonts only. Font size about 10 or 11.

* Clear formatting: minimizing bold, underlines, bullets, symbols such as/ | &
e Use margin changes instead of tabs.

* Current job expressed in present tense, past jobs in past tense.

* Degrees and degree acronyms both.

* Flesch Kincaid readability index of no more than 11.

* Word count of approximately 500 to 700 words.

32


https://en.wikipedia.org/wiki/Flesch%E2%80%93Kincaid_readability_tests

Other Questions You Might Have?

* How many resumes should | be sending out per week? 20

* Why shouldn't | PDF my resume? The ATS may not be able to read the resume. Resume PDF or
Word: War of the Resume Formats (resumecompanion.com).

* Where can identify likely questions that will be used in an interview? How to Answer Tough Job

Interview Questions: Resources and Expert Tips (learnhowtobecome.org).

* | am going to get my next job by networking. Why haven’t you emphasized networking?
Networking is slower and works best if the person you're networking with knows your work.
Applying to known openings and working with recruiters are better approaches.

33


https://resumecompanion.com/resume-help/resume-pdf-or-word/
https://www.learnhowtobecome.org/career-resource-center/answer-tough-interview-questions/

Other Questions You Might Have?

| don't have specific software skills that they are asking for, but | have similar. How do | put this in
my resume? See: Top Software at Capterra | Software & Software Reviews For Business &
Nonprofit. For example, they are looking for Salesforce Sales Cloud, but you have HubSpot CRM.
You state: “Hubspot CRM, Similar To Salesforce Sales Cloud”.

How do | research what the salary is for a given type of position? Salary.com - Salary Calculator,
Salary Comparison, Compensation Data.

How do | answer “what is your salary expectation?” How to Answer, 'What's Your Expected
Salary?' | Robert Half. Be sure you have done your research.

What is the best way | can stand out relative to other candidates? Run a newsfeed on Google and
the company. Google News — Search or Run a press release: All Search Results (prnewswire.com)
This can be worked into the cover letter (or Perhaps in the Summary). It can also be worked into

the interview.
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https://www.capterra.com/?target=capterra&ad_id=77721738689611&matchtype=be&utm_source=bing&utm_medium=cpc&utm_term=capterra&target=capterra&ad_id=77721738689611&matchtype=be&utm_medium=cpc&utm_term=capterra&account_campaign_id=283093009&account_adgroup_id=1243547686312513&utm_source=ps-bing&msclkid=e288f1cbde5b190a6b3c919da58014d2
https://www.capterra.com/external_click/spotlight-alt-product-name/2/462/61368/sfaxldman/aHR0cHM6Ly93d3cuc2FsZXNmb3JjZS5jb20vZm9ybS9zYWxlcy9ib29zdC1zYWxlcy1wcm9kdWN0aXZpdHktZGVtby8*ZD03MDEzeTAwMDAwMkp1UFVBQTAmbmM9NzAxM3kwMDAwMDJKdVBLQUEwJnV0bV9tZWRpdW09cmV2aWV3X3NpdGVzJnV0bV9jYW1wYWlnbj1fc2xvYmQmdXRtX2NvbnRlbnQ9Ym9vc3Qtc2FsZXMtcHJvZHVjdGl2aXR5LWRlbW9fNzAxM3kwMDAwMDJKdVBVQUEw?ds=db3099bf5da89a8f0c82c7d28a8d7fa219b27e42
https://www.capterra.com/external_click/spotlight-alt-product-name/3/2107211/152373/sfaxldman/aHR0cHM6Ly93d3cuaHVic3BvdC5jb20vY3JtL2YyNzk*dXRtX21lZGl1bT1wYWlkJnV0bV9jb250ZW50PWYyNzkmdXRtX2NhbXBhaWduPUNSTV9Qb3J0YWxzX0VOX1ZhcmlvdXNfVmFyaW91c19HYXJ0bmVyX0xlYWRNYW5hZ2VtZW50JnV0bV90ZXJtPWNybV9FTg==?ds=3dfef5c6472ddda78e681a7bd369a9ac5d6dfc92
https://www.salary.com/
https://www.roberthalf.com/blog/salaries-and-skills/how-to-answer-whats-your-expected-salary
https://news.google.com/search?q=chase%20bank&hl=en-US&gl=US&ceid=US%3Aen
https://www.prnewswire.com/search/all/?keyword=Chase%20Bank
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