
Resumes 10 Quick Tips

1

WELCOME TO JS101
Job Search Training

Skills, Knowledge, and Information 
for the Modern Job Seeker

Based on the 7 Elements of Job 
Search:

• Understand the Modern Job Search
• Personalize Your Plan
• Develop Your Tools
• Get the Word Out
• Market Yourself
• Ace the Interview
• Accept the Offer

JS101:  Element 3

Develop Your Tools
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Topic:  Resumes

10 Quick Tips to 
Improve Your Resume

TIP NO. ONE:

1.   Use a chronological format.

Nobody likes a functional format – not recruiters, 
not HR professionals, and most importantly, not 
ATS (applicant tracking system) software.

TIP NO. TWO:

2.   Don’t use an Objective.

An employer is not really interested in what you 
are looking for.  They want to know what you 
can do for them.
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TIP NO. THREE:

3.   An effective Summary is critical.

Your summary should include what you are, how 
much experience you have, what you have done 
and what you are capable of – all in a few short 
sentences.

TIP NO. FOUR:

4. All resumes should include a Skills/Core 
Competency section after the Summary.

Because of the prevalence of ATS systems, 
Keywords are critical to ATS scoring.  A Skills 
section after the summary is an important 
opportunity to list hard skills, soft skills, 
experience, and certifications based on the 
requirements of the job description.

TIP NO. FIVE:

5. Have a “Master Resume” that you customize for 
each submission.

Your resume should be customized for each job you 
apply to.  Keywords identified from the Target Job 
description should be incorporated throughout the 
resume within appropriate context.
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TIP NO. SIX:

6.   Make sure your resume is visually appealing.

It is likely to get between 5 and 15 seconds on the initial 
review – and it won’t get that if it is not inviting, clear, and 
concise.  Use a mix of bullet points and statements to 
present your story.

Front load important information to the top two thirds of 
the first page.

TIP NO. SEVEN:

7.   Be specific when possible.

Avoid using “responsible for” and “duties 
included.”  Use action verbs to describe your 
experience – always in the past tense unless you 
are still in that job.

Quantify when possible and qualify when not.

TIP NO. EIGHT:

8.   Avoid weak, overused, meaningless words.

Everybody claims to be “detail oriented”, a 
“team player”, a “fast learner”, etc.  Make note 
of relevant soft skills such as communication, 
leadership, and negotiating skills. 



Resumes 10 Quick Tips

5

TIP NO. NINE:

9.   Think ATS (Applicant Tracking System) 
software when submitting online.

Otherwise you are probably wasting your time.  
Almost all companies with over 500 employees 
use ATS software.  Many companies with fewer 
than 500 employees also use an ATS system.

TIP NO. NINE (con’t):
ATS Cliff Notes

DO:
• Use a basic sans serif font – Helvetica, Arial, Georgia
• Use only characters found on keyboard
• Use 4-digit years, with or without months 

DON’T:
• Use tables, text boxes, charts, or a resume template
• Right justify or add extra spaces between letters
• Use any titles, degrees or punctuation in your name

TIP NO. TEN:

10. Your resume should not have:

• Any mention of references
• Your street address (city and state is ok)
• Picture, family information, or hobbies
• Work experience older than 15 years
• Any personal pronouns (I, me, my, mine)
• More than two pages
• Typos or misspelled words!!!!
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DON’T LET THIS HAPPEN TO YOU!

BE AWARE:

a. Your resume will not get you a job; but it can get you 
eliminated from being considered.

b. The purpose of a resume is to get you an interview.

c. Resumes are backward looking; your LinkedIn profile 
is forward facing.

d. Your resume is a representation of who you are.  
Make sure it works for you – not against you!


