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IMMEDIATELY

8 Simple Fixes That Can Help You Get More Interviews

A 5-Minute Quick Guide



BEFORE YOU APPLY...BEFORE YOU APPLY...BEFORE YOU APPLY...
The hiring process has changed.The hiring process has changed.

Years ago, a recruiter usually reviewed every resume.Years ago, a recruiter usually reviewed every resume.
Today, many companies use Applicant TrackingToday, many companies use Applicant Tracking
Systems (ATS) and AI-powered screening tools to helpSystems (ATS) and AI-powered screening tools to help
sort through applications before a recruiter ever seessort through applications before a recruiter ever sees
them.them.

That doesn't mean people aren't reviewing resumes.That doesn't mean people aren't reviewing resumes.
They absolutely are. It just means your resume oftenThey absolutely are. It just means your resume often
has to make it through a few checkpoints first.has to make it through a few checkpoints first.

The good news?The good news?

You don't need a fancy resume. You need one that'sYou don't need a fancy resume. You need one that's
clear, relevant, and easy for both technology andclear, relevant, and easy for both technology and
recruiters to understand.recruiters to understand.

These are the most common resume mistakes I see,These are the most common resume mistakes I see,
and they're all easy to fix.and they're all easy to fix.

The hiring process has changed.

Years ago, a recruiter usually reviewed every resume.
Today, many companies use Applicant Tracking
Systems (ATS) and AI-powered screening tools to help
sort through applications before a recruiter ever sees
them.

That doesn't mean people aren't reviewing resumes.
They absolutely are. It just means your resume often
has to make it through a few checkpoints first.

The good news?

You don't need a fancy resume. You need one that's
clear, relevant, and easy for both technology and
recruiters to understand.

These are the most common resume mistakes I see,
and they're all easy to fix.



STOP SENDING THE SAME RESUME EVERYWHERESTOP SENDING THE SAME RESUME EVERYWHERESTOP SENDING THE SAME RESUME EVERYWHERE
Why It MattersWhy It Matters

Every job is different, and your resume should reflectEvery job is different, and your resume should reflect
that. If you send the exact same resume to everythat. If you send the exact same resume to every
employer, you're asking the hiring team to figure outemployer, you're asking the hiring team to figure out
how your experience fits the role. Most won't havehow your experience fits the role. Most won't have
time to do that.time to do that.

Take a few minutes to compare your experience withTake a few minutes to compare your experience with
the job posting. Highlight the skills andthe job posting. Highlight the skills and
accomplishments that match what the employer isaccomplishments that match what the employer is
looking for.looking for.

Quick FixQuick Fix
Tailor your resume for each position. Use languageTailor your resume for each position. Use language
that naturally reflects the job posting, especially thethat naturally reflects the job posting, especially the
required skills and qualifications, as long as theyrequired skills and qualifications, as long as they
accurately describe your experience.accurately describe your experience.

Recruiter's TipRecruiter's Tip
I always tell candidates this: don't make recruitersI always tell candidates this: don't make recruiters
connect the dots. Make it obvious why you're a greatconnect the dots. Make it obvious why you're a great
fit for this job.fit for this job.

Why It Matters

Every job is different, and your resume should reflect
that. If you send the exact same resume to every
employer, you're asking the hiring team to figure out
how your experience fits the role. Most won't have
time to do that.

Take a few minutes to compare your experience with
the job posting. Highlight the skills and
accomplishments that match what the employer is
looking for.

Quick Fix
Tailor your resume for each position. Use language
that naturally reflects the job posting, especially the
required skills and qualifications, as long as they
accurately describe your experience.

Recruiter's Tip
I always tell candidates this: don't make recruiters
connect the dots. Make it obvious why you're a great
fit for this job.



Why It MattersWhy It Matters

Many companies use ATS and AI tools to help sortMany companies use ATS and AI tools to help sort
and rank resumes before a recruiter reviews them.and rank resumes before a recruiter reviews them.
If your resume is missing important keywords fromIf your resume is missing important keywords from
the job posting, it may not rank as well, even ifthe job posting, it may not rank as well, even if
you're qualified.you're qualified.

Quick FixQuick Fix
Review the job posting carefully. If you have theReview the job posting carefully. If you have the
experience they're asking for, use those sameexperience they're asking for, use those same
keywords naturally throughout your resumekeywords naturally throughout your resume
instead of using completely different wording.instead of using completely different wording.

Recruiter's TipRecruiter's Tip
Don't keyword stuff. Focus on using the rightDon't keyword stuff. Focus on using the right
terms where they genuinely match yourterms where they genuinely match your
experience.experience.

Why It Matters

Many companies use ATS and AI tools to help sort
and rank resumes before a recruiter reviews them.
If your resume is missing important keywords from
the job posting, it may not rank as well, even if
you're qualified.

Quick Fix
Review the job posting carefully. If you have the
experience they're asking for, use those same
keywords naturally throughout your resume
instead of using completely different wording.

Recruiter's Tip
Don't keyword stuff. Focus on using the right
terms where they genuinely match your
experience.

MISSING IMPORTANT KEYWORDSMISSING IMPORTANT KEYWORDSMISSING IMPORTANT KEYWORDS



Why It MattersWhy It Matters

EEmployers already know what a job title usuallymployers already know what a job title usually
involves. What they really want to know is whatinvolves. What they really want to know is what
you accomplished in that role.you accomplished in that role.

Quick FixQuick Fix
InsInstead of only listing responsibilities, includetead of only listing responsibilities, include
measurable results whenever possible. Numbers,measurable results whenever possible. Numbers,
improvements, awards, promotions, andimprovements, awards, promotions, and
completed projects help tell your story.completed projects help tell your story.

Recruiter's TipRecruiter's Tip
AsAsk yourself, "What changed because I wask yourself, "What changed because I was
there?" That's usually your strongest resumethere?" That's usually your strongest resume
content.content.

Why It Matters

Employers already know what a job title usually
involves. What they really want to know is what
you accomplished in that role.

Quick Fix
Instead of only listing responsibilities, include
measurable results whenever possible. Numbers,
improvements, awards, promotions, and
completed projects help tell your story.

Recruiter's Tip
Ask yourself, "What changed because I was
there?" That's usually your strongest resume
content.

LISTING JOB DUTIES INSTEAD OF RESULTSLISTING JOB DUTIES INSTEAD OF RESULTSLISTING JOB DUTIES INSTEAD OF RESULTS



Why It MattersWhy It Matters

RecruitRecruiters often spend only a short amount of timeers often spend only a short amount of time
on an initial resume review. If your most relevanton an initial resume review. If your most relevant
experience is buried, it can easily be missed.experience is buried, it can easily be missed.

Quick FixQuick Fix
PuPut your strongest and most relevant experiencet your strongest and most relevant experience
near the top of your resume. Make yournear the top of your resume. Make your
qualifications easy to find.qualifications easy to find.

Recruiter's TipRecruiter's Tip
YYour resume should answer one question withinour resume should answer one question within
the first few seconds: "Why should I interview thisthe first few seconds: "Why should I interview this
person?"person?"

Why It Matters

Recruiters often spend only a short amount of time
on an initial resume review. If your most relevant
experience is buried, it can easily be missed.

Quick Fix
Put your strongest and most relevant experience
near the top of your resume. Make your
qualifications easy to find.

Recruiter's Tip
Your resume should answer one question within
the first few seconds: "Why should I interview this
person?"

MAKING RECRUITERS SEARCH FOR YOURMAKING RECRUITERS SEARCH FOR YOUR

QUALIFICATIONSQUALIFICATIONS

MAKING RECRUITERS SEARCH FOR YOUR

QUALIFICATIONS



Why It MattersWhy It Matters

FancyFancy designs may look nice, but they don't always designs may look nice, but they don't always
work well with ATS software. Even for recruiters,work well with ATS software. Even for recruiters,
cluttered layouts can make important informationcluttered layouts can make important information
harder to find.harder to find.

Quick FixQuick Fix
SStick with a clean, professional format. Usetick with a clean, professional format. Use
standard section headings, bullet points, andstandard section headings, bullet points, and
readable fonts.readable fonts.

Recruiter's TipRecruiter's Tip
SiSimple almost always beats fancy. A clean resumemple almost always beats fancy. A clean resume
is easier for both technology and people to read.is easier for both technology and people to read.

Why It Matters

Fancy designs may look nice, but they don't always
work well with ATS software. Even for recruiters,
cluttered layouts can make important information
harder to find.

Quick Fix
Stick with a clean, professional format. Use
standard section headings, bullet points, and
readable fonts.

Recruiter's Tip
Simple almost always beats fancy. A clean resume
is easier for both technology and people to read.

COMPLICATED FORMATTINGCOMPLICATED FORMATTINGCOMPLICATED FORMATTING



Why It MattersWhy It Matters

TTypos, incorrect dates, broken email addresses,ypos, incorrect dates, broken email addresses,
and inconsistent formatting can raise questionsand inconsistent formatting can raise questions
about attention to detail before you ever get anabout attention to detail before you ever get an
interview.interview.

Quick FixQuick Fix
ProofreadProofread your resume carefully. Read it out loud, your resume carefully. Read it out loud,
use spell check, and ask someone you trust touse spell check, and ask someone you trust to
review it with fresh eyes.review it with fresh eyes.

Recruiter’sRecruiter’s Tip Tip
I'vI've seen great candidates lose opportunitiese seen great candidates lose opportunities
because of mistakes that could have been fixed inbecause of mistakes that could have been fixed in
five minutes.five minutes.

Why It Matters

Typos, incorrect dates, broken email addresses,
and inconsistent formatting can raise questions
about attention to detail before you ever get an
interview.

Quick Fix
Proofread your resume carefully. Read it out loud,
use spell check, and ask someone you trust to
review it with fresh eyes.

Recruiter’s Tip
I've seen great candidates lose opportunities
because of mistakes that could have been fixed in
five minutes.

SMALL MISTAKES THAT LEAVE A BIG IMPRESSIONSMALL MISTAKES THAT LEAVE A BIG IMPRESSIONSMALL MISTAKES THAT LEAVE A BIG IMPRESSION



Why It MattersWhy It Matters

YYour resume has limited space. Including outdatedour resume has limited space. Including outdated
jobs, unrelated experience, or unnecessary detailsjobs, unrelated experience, or unnecessary details
can distract from the qualifications that mattercan distract from the qualifications that matter
most for the position you're applying for.most for the position you're applying for.

Quick FixQuick Fix
Focus on experience, skills, andFocus on experience, skills, and accomplishments accomplishments
that are relevant to the job. Every section of yourthat are relevant to the job. Every section of your
resume should help answer one question: Why amresume should help answer one question: Why am
I a good fit for this role?I a good fit for this role?

Recruiter’sRecruiter’s Tip Tip
If aIf a piece of information doesn't strengthen your piece of information doesn't strengthen your
application for that specific job, consider leaving itapplication for that specific job, consider leaving it
off.off.

Why It Matters

Your resume has limited space. Including outdated
jobs, unrelated experience, or unnecessary details
can distract from the qualifications that matter
most for the position you're applying for.

Quick Fix
Focus on experience, skills, and accomplishments
that are relevant to the job. Every section of your
resume should help answer one question: Why am
I a good fit for this role?

Recruiter’s Tip
If a piece of information doesn't strengthen your
application for that specific job, consider leaving it
off.

INCLUDING IRRELEVANT INFORMATIONINCLUDING IRRELEVANT INFORMATIONINCLUDING IRRELEVANT INFORMATION



Why It MattersWhy It Matters

TheThe words you choose matter. Starting every words you choose matter. Starting every
bullet point with words like "responsible for,"bullet point with words like "responsible for,"
"helped," or "worked on" doesn't clearly show"helped," or "worked on" doesn't clearly show
your impact. Strong action verbs make youryour impact. Strong action verbs make your
experience sound more confident and specific.experience sound more confident and specific.

Quick FixQuick Fix
Start your bullet points with action words likeStart your bullet points with action words like
managed, led, coordinated, developed,managed, led, coordinated, developed,
analyzed,analyzed, improved, implemented, created, improved, implemented, created,
negotiated, supportednegotiated, supported, or , or achievedachieved whenever whenever
they accurately describe your work.they accurately describe your work.

Recruiter’sRecruiter’s Tip Tip
YourYour resume should show what you did, not just resume should show what you did, not just
what you were responsible for.what you were responsible for.

Why It Matters

The words you choose matter. Starting every
bullet point with words like "responsible for,"
"helped," or "worked on" doesn't clearly show
your impact. Strong action verbs make your
experience sound more confident and specific.

Quick Fix
Start your bullet points with action words like
managed, led, coordinated, developed,
analyzed, improved, implemented, created,
negotiated, supported, or achieved whenever
they accurately describe your work.

Recruiter’s Tip
Your resume should show what you did, not just
what you were responsible for.

USING WEAK ACTION WORDSUSING WEAK ACTION WORDSUSING WEAK ACTION WORDS



THANKS FOR READING!THANKS FOR READING!THANKS FOR READING!
I hope this quick guide helped youI hope this quick guide helped you
better understand what recruiters,better understand what recruiters,
ATS, and AI are looking for whenATS, and AI are looking for when
they review resumes.they review resumes.

Landing interviews isn't aboutLanding interviews isn't about
having a perfect resume. It's abouthaving a perfect resume. It's about
making it easy for employers to seemaking it easy for employers to see
that you're a strong match for thethat you're a strong match for the
job.job.

This is just the beginning.This is just the beginning.

Follow Recruiter's Hive for moreFollow Recruiter's Hive for more
free tips on:free tips on:

Resume writingResume writing
Interview preparationInterview preparation
Job search strategiesJob search strategies
LinkedIn tipsLinkedIn tips
Career advice from a recruiter'sCareer advice from a recruiter's
perspectiveperspective

I hope this quick guide helped you
better understand what recruiters,
ATS, and AI are looking for when
they review resumes.

Landing interviews isn't about
having a perfect resume. It's about
making it easy for employers to see
that you're a strong match for the
job.

This is just the beginning.

Follow Recruiter's Hive for more
free tips on:

Resume writing
Interview preparation
Job search strategies
LinkedIn tips
Career advice from a recruiter's
perspective

 @Recruiter'sHive 
@RecruitersHive

  @RecruitersHive 
(coming soon!)

Thank you for downloading
this guide. I wish you

success in your job search
and hope to see you in the

Recruiter’s Hive
community!

stay connected


	RESUME MISTAKES
	RECRUITERS, ATS & AI NOTICE
	IMMEDIATELY

	BEFORE YOU APPLY...
	Why It Matters
	Quick Fix
	Recruiter's Tip
	Why It Matters
	Quick Fix
	Recruiter's Tip
	Why It Matters
	Quick Fix
	Recruiter's Tip
	Why It Matters
	Quick Fix
	Recruiter's Tip
	Why It Matters
	Quick Fix
	Recruiter's Tip
	Why It Matters
	Quick Fix
	Recruiter’s Tip
	Why It Matters
	Quick Fix
	Recruiter’s Tip
	Why It Matters
	Quick Fix
	Recruiter’s Tip


