PROMPT: Create a Targeted, ATS-Formatted Resume
I am attaching two documents:
1. My complete working resume, which contains my education, employment history, internships, leadership experience, technical skills, accomplishments, projects, certifications, and other relevant information.
2. The complete job posting for the position I am applying for.
Use these documents to create a targeted, ATS-friendly resume specifically for the attached job posting.

Primary Goal
Transform my working resume into a polished, truthful, strategically targeted resume that demonstrates how my education, engineering background, technical experience, leadership experience, transferable skills, and accomplishments align with the employer’s needs.
The finished resume should be designed to:
· Perform well in an Applicant Tracking System.
· Clearly communicate my qualifications to a recruiter or hiring manager.
· Emphasize the experience most relevant to this specific position.
· Incorporate appropriate terminology and keywords from the job posting.
· Present me as a strong early-career candidate without exaggerating my experience.
· Make it easy for the reader to understand why my background is relevant to the role.
Do not simply rewrite my existing resume using different words. Analyze the position carefully and make strategic decisions about what information to emphasize, condense, reorder, or omit.

STEP 1: ANALYZE THE JOB POSTING
Before drafting the resume, thoroughly analyze the job posting.
Identify the following:
Position Information
· Exact job title
· Company name
· Location
· Whether the position is onsite, hybrid, remote, or unclear
· Required level of experience
· Education requirements
· Required certifications or licenses
· Preferred certifications or licenses
· Travel expectations
· Physical or fieldwork requirements
· Software or technical tools mentioned
· Regulatory programs or technical subject areas mentioned
Employer Priorities
Identify the most important responsibilities and qualifications in the posting, including:
· Technical responsibilities
· Fieldwork responsibilities
· Data collection or analysis
· Report writing
· Regulatory compliance
· Environmental permitting
· Natural resources work
· Water or wastewater work
· Air quality work
· Waste management
· Remediation
· Energy or sustainability work
· Health and safety responsibilities
· Project management
· Client communication
· Team collaboration
· Leadership
· Training
· Documentation
· Quality assurance or quality control
· Scheduling or coordination
· Business development
· Any other recurring responsibilities
Distinguish among:
· Required qualifications
· Preferred qualifications
· Responsibilities that appear repeatedly
· Skills that seem especially important to the employer
· Keywords that are likely to be used by an Applicant Tracking System
Create an internal priority ranking of the job requirements before writing the resume.

STEP 2: COMPARE THE JOB POSTING TO MY WORKING RESUME
Compare every important requirement in the job posting with the information in my working resume.
Identify:
· Direct matches
· Strong transferable skills
· Related academic experience
· Related internship experience
· Related professional experience
· Related leadership or consulting experience
· Relevant software
· Relevant technical coursework
· Relevant projects
· Relevant communication or client-service experience
· Relevant organizational, coordination, or training experience
· Qualifications I do not currently have
· Information that should not be included because it is unrelated to the position
Use my strongest and most relevant evidence first.
For an early-career engineering or environmental position, consider relevant evidence from:
· My environmental engineering education
· Engineering coursework
· Academic or capstone projects
· Energy assessments
· Baseline modeling
· Utility data analysis
· Industrial facility evaluations
· Sustainability recommendations
· Water and wastewater coursework
· Air-quality coursework
· Solid and hazardous waste coursework
· Geotechnical engineering
· Surveying
· Civil and construction materials
· AutoCAD
· Civil 3D
· Revit
· HEC-HMS
· Microsoft Office
· Google Workspace
· Technical writing
· Data analysis
· Presentation experience
· Training experience
· Stakeholder communication
· Project coordination
· Leadership development
· Multi-location or multi-campus support
· Recruitment and organizational growth
· Working with individuals from different backgrounds
· Managing competing priorities
· Traveling or adapting to new environments
Do not assume that all of these items belong in the final resume. Include only those supported by my working resume and relevant to the specific job.

STEP 3: FOLLOW STRICT TRUTHFULNESS RULES
Do not invent, assume, exaggerate, or add information that is not supported by my working resume.
Specifically:
· Do not create accomplishments that I did not achieve.
· Do not invent percentages, dollar amounts, project sizes, team sizes, client counts, or other metrics.
· Do not claim that I am proficient in software unless my resume supports that claim.
· Do not claim experience with regulations, permits, sampling methods, field equipment, or technical procedures that are not documented.
· Do not claim that I hold a certification, license, clearance, or professional designation unless it appears in my resume.
· Do not imply that coursework is equivalent to professional work experience.
· Do not change my official job titles.
· Do not change employment dates.
· Do not overstate my level of authority or responsibility.
· Do not describe me as an environmental consultant, project manager, engineer, or other title unless the wording is accurate.
· Do not include misleading language simply because it appears in the job posting.
You may strengthen my wording, but the meaning must remain accurate.
For example, you may replace weak wording such as “helped with” or “worked on” with a more specific action verb when the stronger wording is still truthful.
When a helpful detail is missing, flag it as a question or placeholder rather than inventing it.
Use this format for missing information:
[ANNABELLE: Add the number of facilities assessed, if known.]
Do not leave these notes inside the final clean resume. Place them in a separate “Questions or Missing Information” section after the resume.

STEP 4: TARGET THE RESUME TO THE JOB
Customize the resume for this specific position.
Keyword Strategy
Use important words and phrases from the job posting naturally throughout the resume when they accurately describe my experience.
Potential keyword categories may include:
· Environmental engineering
· Environmental science
· Environmental compliance
· Regulatory compliance
· Permitting
· Field investigations
· Field sampling
· Data collection
· Data analysis
· Technical reports
· Technical documentation
· Quality control
· Quality assurance
· Water resources
· Wastewater
· Stormwater
· Air quality
· Solid waste
· Hazardous waste
· Remediation
· Sustainability
· Energy efficiency
· Natural resources
· Wetlands
· Environmental assessments
· Project coordination
· Client communication
· Stakeholder engagement
· Microsoft Excel
· AutoCAD
· Civil 3D
· Revit
· HEC-HMS
· Health and safety
· Team collaboration
Only use a keyword when it truthfully applies to my background.
Do not stuff keywords into the resume unnaturally. The resume should read clearly to a human reviewer.
Use both the complete term and common acronym when appropriate. For example:
· Quality assurance/quality control (QA/QC)
· Environmental site assessment (ESA)
· Geographic information system (GIS)
Do not add acronyms for qualifications I do not possess.
Positioning Strategy
Present my background as a combination of:
· Environmental engineering education
· Technical and analytical ability
· Energy-assessment experience
· Professional communication
· Training and presentation experience
· Project coordination
· Leadership
· Adaptability
· Client or stakeholder support
· Ability to learn quickly
· Interest in building a long-term career in environmental consulting or engineering
Where appropriate, translate my post-graduation leadership experience into skills relevant to consulting, such as:
· Supporting multiple organizations or locations
· Coordinating projects and initiatives
· Delivering training
· Communicating with stakeholders
· Managing deadlines
· Maintaining documentation
· Identifying problems and recommending solutions
· Building relationships
· Working independently while remaining accountable to a larger team
· Adapting communication for different audiences
· Traveling and managing changing priorities
Do not make my leadership-consulting experience sound like environmental engineering work. Emphasize the transferable skills without misrepresenting the subject matter.

STEP 5: USE AN ATS-FRIENDLY STRUCTURE
Use a simple, professional, single-column resume.
Use the following section order unless the job posting and my experience strongly justify a different order:
1. Name and contact information
2. Targeted professional summary
3. Technical skills or core qualifications
4. Education
5. Relevant experience
6. Additional professional experience
7. Academic projects, if relevant
8. Leadership, activities, or professional involvement, if relevant
9. Certifications or training, if applicable
For an early-career engineering role, education should generally appear near the top.
Relevant engineering internships, technical projects, or environmental work should appear before less directly related experience.
You may combine or rename sections when helpful, but use standard headings that an ATS can recognize.
Acceptable section headings include:
· Professional Summary
· Technical Skills
· Core Qualifications
· Education
· Relevant Experience
· Professional Experience
· Engineering Experience
· Internship Experience
· Academic Projects
· Leadership Experience
· Certifications
· Professional Development
Avoid creative headings such as:
· My Journey
· What I Bring
· Career Highlights
· Where I’ve Made an Impact
· About Me

STEP 6: WRITE A TARGETED PROFESSIONAL SUMMARY
Create a professional summary of approximately three to five lines.
The summary should:
· Identify me as an environmental engineering graduate or early-career environmental engineering professional.
· Mention the most relevant technical experience.
· Include two to four important job-posting keywords.
· Mention relevant analytical, communication, coordination, or leadership strengths.
· State the type of opportunity I am prepared to pursue.
· Avoid generic claims that could apply to anyone.
Do not use first-person pronouns such as “I,” “me,” or “my.”
Do not use empty phrases such as:
· Hardworking professional
· Results-driven individual
· Team player
· Go-getter
· People person
· Excellent communication skills
· Passionate professional
· Detail-oriented self-starter
Demonstrate these qualities through specific experience instead.
Do not include an objective statement focused primarily on what I want from the company.
The summary should focus on the value and qualifications I offer.

STEP 7: CREATE A RELEVANT SKILLS SECTION
Create a clean, ATS-readable skills section.
Organize skills into categories when useful, such as:
· Engineering and Environmental
· Software
· Data and Analysis
· Project and Client Support
· Communication and Leadership
Do not use skill-rating graphics, bars, stars, percentages, or proficiency charts.
Do not list vague soft skills without supporting evidence.
Do not add software, technical programs, laboratory methods, field equipment, or regulations that are not documented in my resume.
Place the skills most relevant to the job first.
Use the exact terminology from the job posting when accurate.
For example, if my resume says “Microsoft Excel” and the posting says “Excel,” it is appropriate to use “Microsoft Excel.”
If the job posting requests a skill that is not shown in my resume, do not add it. Instead, identify it in the final gap analysis.

STEP 8: REWRITE EXPERIENCE BULLETS
Rewrite my experience using strong, concise accomplishment-oriented bullets.
Each bullet should generally:
1. Begin with a strong action verb.
2. Describe the task, responsibility, or problem.
3. Explain what I analyzed, created, coordinated, improved, supported, or delivered.
4. Include the purpose, scope, method, or result when documented.
5. Connect the experience to the target job when appropriate.
Use verbs such as:
· Analyzed
· Assessed
· Calculated
· Collaborated
· Communicated
· Compiled
· Coordinated
· Created
· Developed
· Documented
· Evaluated
· Facilitated
· Identified
· Implemented
· Led
· Managed
· Modeled
· Monitored
· Organized
· Prepared
· Presented
· Recommended
· Researched
· Reviewed
· Supported
· Trained
· Updated
Avoid weak openings such as:
· Responsible for
· Helped with
· Worked on
· Duties included
· Assisted with various tasks
· Participated in
· Involved in
“Assisted” or “supported” may be used when they accurately reflect my role, but the rest of the bullet should explain what I actually did.
Bullet Length
Keep most bullets to one or two lines.
Avoid long paragraph-style bullets.
Use approximately three to six bullets for the most relevant positions.
Use fewer bullets for less relevant positions.
Do not repeat the same accomplishment in multiple sections.
Metrics
Use metrics only when they appear in my working resume or can be reasonably derived from information already provided.
Acceptable documented metrics may include:
· Number of campuses supported
· Number of organizations supported
· Number of training sessions delivered
· Number of participants trained
· Number of projects completed
· Number of facilities assessed
· Size of datasets reviewed
· Frequency of travel
· Number of stakeholders coordinated
· Number of recommendations developed
Do not invent numbers.
When my resume contains a useful metric, retain it unless there is a compelling reason not to.

STEP 9: HANDLE MY ENGINEERING AND LEADERSHIP EXPERIENCE STRATEGICALLY
My background may include both technical environmental engineering experience and professional leadership-consulting experience.
Do not treat the nonengineering experience as irrelevant.
Instead, determine which aspects support the job posting.
For environmental consulting positions, transferable qualifications may include:
· Client or stakeholder communication
· Project coordination
· Multi-site support
· Training
· Presentations
· Written communication
· Documentation
· Problem-solving
· Conflict resolution
· Independent travel
· Time management
· Managing competing priorities
· Organizational assessment
· Implementation support
· Relationship management
· Leadership development
· Recruitment
· Program development
Use wording that demonstrates these abilities while remaining accurate about the nature of the work.
For example, do not describe collegiate chapters as environmental clients. It may be accurate to describe them as organizations, stakeholders, campus partners, chapter leaders, or volunteer leadership teams, depending on the facts in my resume.

STEP 10: FORMATTING REQUIREMENTS
Format the resume so it is easy for an Applicant Tracking System to read.
Page Length
Because I am an early-career candidate:
· Prefer 2-3 pages when my relevant information fits without becoming cramped.
· Use 3-4 pages only when additional page(s) contains meaningful, relevant content.
· Do not reduce the font to an unprofessional size simply to force the resume onto one page.
· Do not include filler to create additional pages.
· Do not allow a section heading to appear alone at the bottom of a page.
Font
Use one of the following standard ATS-friendly fonts:
· Arial
· Calibri
· Aptos
· Helvetica
· Times New Roman
Preferred default: Arial or Calibri.
Use consistent font throughout the document.
Recommended sizes:
· Name: 16–18 point
· Section headings: 11–12 point, bold
· Body text: 10.5–11.5 point
· Contact information: 10–11 point
Do not use body text smaller than 10 point.
Do not use decorative fonts, script fonts, condensed fonts, or unusual typefaces.
Margins
Use margins between 0.5 and 0.75 inches on all sides.
Preferred default: 0.65 or 0.7 inches.
Do not use extremely narrow margins.
Spacing
Use:
· Single line spacing or approximately 1.0 to 1.08 spacing
· Approximately 4–8 points of spacing before section headings
· Approximately 2–4 points between positions
· Minimal spacing between bullets
· Consistent spacing throughout the document
Do not add large blank spaces.
Do not use multiple empty lines to separate sections.
Alignment
Use standard left alignment for most content.
The name may be centered or left aligned.
Dates may be right aligned using a standard tab stop, but do not use a table or text box to position them.
Keep position titles, company names, locations, and dates visually consistent.
Bullets
Use a standard bullet symbol such as:
· •
· A simple round bullet
· A simple hyphen, when necessary
Do not use:
· Arrows
· Checkmarks
· Diamonds
· Icons
· Decorative symbols
· Emojis
Colors
Use black text on a white background.
A restrained dark color may be used for the name or section headings, but black is preferred for maximum ATS compatibility.
Do not use colored text to communicate essential information.
Prohibited Design Elements
Do not use:
· Tables
· Columns
· Text boxes
· Sidebars
· Graphics
· Photographs
· Logos
· Charts
· Skill bars
· Rating scales
· Icons
· Decorative lines that interfere with text extraction
· Headers or footers containing important information
· Shapes
· Infographics
· Background colors
· Watermarks
Do not place my phone number, email address, LinkedIn profile, or other important information in a document header or footer.
All important information must appear in the main document body.

STEP 11: CONTACT INFORMATION
At the top of the resume, include:
Annabelle May
Decatur, Alabama
256-616-7962
annabellegmay@gmail.com
linkedin.com/in/annabellemay
Use city and state only unless the employer specifically requests a full address.
Do not include:
· A photograph
· Date of birth
· Age
· Marital status
· Social Security number
· Personal social media accounts
· References
· The phrase “References available upon request”
Ensure the LinkedIn URL is clean and professional.

STEP 12: EDUCATION
Present my education clearly and accurately.
Include:
· Degree
· Major
· University
· Graduation month and year
· GPA, if included in my working resume and beneficial
· Honors College, if applicable
· Academic honors, if applicable
· Relevant coursework only when it strengthens my candidacy
· Academic projects only when relevant to the position
Do not list every course I completed.
Select coursework that matches the job posting.
Potential relevant coursework may include:
· Water and Wastewater Treatment
· Air Pollution Control
· Solid and Hazardous Waste Management
· Environmental Engineering
· Hydrology or Water Resources
· Geotechnical Engineering
· Surveying
· Civil Engineering Materials
· Construction Materials
· Energy Systems
· Sustainability
· Environmental Regulations
Use the official course names from my working resume or transcript when available.
Do not present coursework as professional experience.

STEP 13: SOFTWARE AND TECHNICAL SKILLS
List software and technical tools only when they appear in my working resume or other attached materials.
Possible examples may include:
· AutoCAD
· Civil 3D
· Revit
· HEC-HMS
· Microsoft Excel
· Microsoft Word
· Microsoft PowerPoint
· Google Workspace
Prioritize software specifically requested in the job posting.
Do not claim “expert,” “advanced,” or “proficient” unless my resume clearly supports that level.
When the level is uncertain, simply list the software without a proficiency rating.

STEP 14: CERTIFICATIONS AND PROFESSIONAL DEVELOPMENT
Include certifications, training, or professional development only when documented.
If the job posting requests Engineer in Training status or the Fundamentals of Engineering examination and I do not currently have it, do not imply that I do.
It may be appropriate to include wording such as:
“Preparing to pursue Fundamentals of Engineering examination”
only if I have explicitly confirmed that this is true.
Otherwise, list it in the gap analysis rather than the resume.

STEP 15: DO NOT INCLUDE UNNECESSARY OR OUTDATED CONTENT
Remove or reduce information that does not support the target position.
Examples may include:
· High school information after college graduation
· Unrelated activities that do not demonstrate useful skills
· Generic interests
· Repetitive leadership details
· Outdated software
· Minor accomplishments that distract from stronger qualifications
· Personal pronouns
· Salary expectations
· Reasons for leaving prior positions
· References
· Complete street address
Retain nontechnical experience when it demonstrates qualifications relevant to the job.

STEP 16: FILE AND DOCUMENT REQUIREMENTS
Create the resume so it can be saved as both:
· Microsoft Word document (.docx)
· PDF document (.pdf)
The Word version should be treated as the primary ATS submission version unless the employer specifically requests PDF.
Suggested filename:
Annabelle_May_[CompanyName]_[JobTitle]_Resume.docx
Remove spaces or shorten the job title when necessary.
Example:
Annabelle_May_AECOM_Environmental_Scientist_Resume.docx
Do not use filenames such as:
· Resume Final
· Resume New
· Annabelle Resume 2
· Updated Resume
· Resume Revised Final Final

STEP 17: REQUIRED OUTPUT
Provide the results in the following order.
Part 1: Job-Posting Analysis
Briefly summarize:
· The employer’s five to ten most important qualifications
· The primary technical keywords
· The primary transferable-skill keywords
· Required qualifications
· Preferred qualifications
· Any important qualifications that are not currently demonstrated in my working resume
Part 2: Targeting Strategy
Explain briefly:
· Which parts of my background should receive the most emphasis
· Which experiences should be condensed
· Which keywords should be incorporated
· What the resume should communicate about me within the first ten seconds
Part 3: Final Targeted Resume
Provide a complete, polished, ATS-friendly resume.
The resume must:
· Be ready to copy into Microsoft Word
· Use standard section headings
· Use a single-column structure
· Include no commentary or editing notes
· Contain no fabricated information
· Be tailored to the specific job
· Use consistent dates and formatting
· Use concise, accomplishment-oriented bullets
· Present the most relevant qualifications first
Part 4: Keyword Alignment Review
Create a brief table or list showing:
· Important job-posting keyword
· Where that keyword or concept appears in the resume
· Whether it is a direct qualification, transferable qualification, academic qualification, or gap
This review is for my information only and should not be included in the resume.
Part 5: Questions or Missing Information
List any questions that would help strengthen the resume.
Ask only questions that could materially improve the application, such as:
· Missing project scope
· Missing metrics
· Missing software level
· Missing certification status
· Missing technical methods
· Missing fieldwork experience
· Missing report-writing details
· Missing travel information
· Missing leadership results
Do not ask questions whose answers already appear in the attached materials.
Part 6: Final Quality-Control Check
Confirm that the completed resume:
· Uses only truthful information
· Includes no invented metrics
· Uses a single-column ATS-friendly layout
· Contains no tables, icons, text boxes, graphics, headers, or footers
· Uses standard section headings
· Includes job-specific keywords naturally
· Uses consistent dates
· Uses consistent punctuation
· Uses consistent verb tense
· Uses present tense for current responsibilities
· Uses past tense for previous responsibilities
· Avoids first-person pronouns
· Avoids spelling and grammar errors
· Is appropriately limited to one or two pages
· Clearly reflects the attached job posting
FINAL INSTRUCTION
Use my complete working resume as the factual source of truth.
Use the job posting as the strategic targeting guide.
Do not remove important qualifications merely because they are not an exact word-for-word match to the posting. Translate relevant experience into language the employer will understand, but never misrepresent my background.
The final resume should make a recruiter quickly understand that I offer:
· A Bachelor of Science in Environmental Engineering
· Relevant technical and analytical preparation
· Energy-assessment or engineering-related experience
· Strong professional communication
· Experience coordinating people, projects, training, and initiatives
· The maturity and adaptability to work with clients and project teams
· The ability and willingness to continue learning
· Strong potential for an early-career environmental engineering or consulting role

