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An Art—Not a Science
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Sources Used in This Presentation

• Business Insider

• HR Dive

• Indeed

• Jobscan

• Robert Half

• LinkedIn

• Manpower 

• Resume Companion 

• Susan Ireland

• The Balance Career

• The Ladders

• The Muse

• Top Resume
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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?
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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 
MOOC.org | Massive Open Online Courses | An edX Site
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https://www.mooc.org/


Learn About the Different 
Types of Job Titles 
(thebalancecareers.com)
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https://www.thebalancecareers.com/job-titles-a-z-list-2061557


What Is the Hidden Job 
Market? 
(thebalancecareers.com)
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Tapping the Hidden Job Market

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


Find the Best 
Companies 
Hiring Now | 
Indeed.com
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https://www.indeed.com/companies?from=gnav-employer--tophat--jobseeker


Manpower Survey: Chicago Job Market
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https://tinyurl.com/m5b6y7pb


The Ultimate List of Free Company Databases & 
Registers
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https://medium.com/powrbot/the-ultimate-list-of-company-databases-registers-bfd779b4600f


Resume Format Issues
Is you resume making 

it through the ATS?
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Report: 99% of Fortune 500 Companies Use 
Applicant Tracking Systems (jobscan.co)
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Disclosure:  I do not have a financial interest in Jobscan, but I am provided free Jobscans for my teaching.

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


Report: 99% of Fortune 500 Companies Use 
Applicant Tracking Systems (jobscan.co)
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https://www.jobscan.co/blog/99-percent-fortune-500-ats/


How Can I Tell If I Have an ATS Friendly 
Resume?
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. https://www.topresume.com/career-advice/ask-amanda-resume-ats-readability

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


Help From the Resume Doctor
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Resume Help
5 cents

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.



Resume Content 
Issues
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Jobscan Tutorial - Jobscan
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https://www.jobscan.co/jobscan-tutorial


Jobscan Resume Match Report
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https://www.jobscan.co/video-resume-match-report


Optimize Your LinkedIn Profile (jobscan.co)
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https://www.jobscan.co/linkedin-optimization


Webinar: Optimizing Your Resume (The Key to Job 
Search) with Tim Thomas | No Fear Job Search -
YouTube

20

Running time is 55 minutes. 

https://www.youtube.com/watch?v=3HUebv8EbMI


https://www.jobscan.co/up
grade
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https://www.jobscan.co/upgrade


Eye Tracking Study Shows Recruiters Look at 
Resumes for 7 Seconds | HR Dive

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


Top 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.

• Annoying buzzwords and/or obvious keyword stuffing.

• Being too generalized or not customizing to match the job listing.
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https://www.topresume.com/career-advice/top-10-resume-mistakes-that-cost-you-the-job


Top Resume Mistakes That Could Cost You the 
Job | TopResume
• 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.

• Using an "objective statement."
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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)
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https://www.job-hunt.org/resumes/employment-gaps-strategies.shtml


Fighting the Overqualified Label - Job-
Hunt.org (job-hunt.org)
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https://www.job-hunt.org/job-search-mindset/fighting-overqualified-label.shtml


Fighting the Overqualified Label - Job-
Hunt.org (job-hunt.org)
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Drill down for 16 more 
suggestions. 

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


Resume Template
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Name
Address

City, State and Zip Code
email
phone

LinkedIn 

Job Title(s) and Company Name

SUMMARY OF QUALIFICATIONS

WORK EXPERIENCE
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.P.A. is ______. Academic honors 
include____________ and ____________________.

ACTIVITIES AND PROFESSIONAL MEMBERSHIPS

Targeted
to each job 

listing.



Writing Prompts for Writing the Summary

• It should answer the 
question “Why are you 
Qualified?’ using terms 
from the result of the 
Jobscan—the ones with 
the red X’s. You can use 
these prompts to get the 
current Jobscan score to 
the requisite 70% 
minimum by using these 
or similar prompts: You 
can use skills from course 
work or job, but it is not 
allowable to eliminate 
skills from the job listing.
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Ability to_________________
Background includes____________
Duties includes______________
Experience includes________________
Experienced in__________
Knowledge of _______________
Personal qualities include_______________
Proficient in_______________
Responsibilities include_______________
Skills include ________________
Track record of accomplishment includes_______________
Work experience includes_______________
Former boss would say_______________________



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


Other Questions You Might Have? 

• How many resumes should I be sending out per week? 20

• Why shouldn't I 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).

• I 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. 
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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? 

• I don't have specific software skills that they are asking for, but I have similar. How do I 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 I research what the salary is for a given type of position? Salary.com - Salary Calculator, 
Salary Comparison, Compensation Data.

• How do I 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 I 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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