
“How to Get Your Resume 
Past the System 

& Into Human Hands”







Treat it like a video game….
Beat the resume robot
Go on many interviews.
Gain experience points
Have fun with it……
Get to the next level……
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WHAT MATTERS MOST
ON YOUR RESUME:



WORDS ON YOUR RESUME 
MUST MATCH THE JOB 

DESCRIPTION 

50-60% 
MATCHING WORD FOR WORD

ATS = Applicant Tracking System



You MUST nail the correct key words
• ATS Resume systems work by scanning resumes for contextual keywords and key 

phrases, mathematically scoring them for relevance
• Only the most qualified resumes are sent for human review. 
• ATS software (usually) recognizes if you’re a good fit for the job
• Your resume must match WORD FOR WORD to their job description 60% 
• ATS is looking for key phrases & contextual information related to those 

qualifications. 
• NEVER LIE ON YOUR RESUME! IF YOU DON’T MATCH THE JD -DON’T APPLY
 Lingo: (Software Used: Engineered Standards vs. E.S.
 MS Word vs. Microsoft Word (spelled out)
 Your responsibilities: (spell it exactly how they write it)

 Education: Bachelor of Engineering vs. B.Eng
 Your licenses: Certified Public Account vs. CPA (spelled out)
 Your certificates: (spell it exactly how they write it)

ATS = Applicant Tracking System



• You must nail the correct key words 
• Use services like Wordle & TagCrowd
• They help you figure out which keywords to focus on.
• Input the job descriptions into these tools to create a word cloud
• Visually highlight the most frequently used words
• Make sure they’re sprinkled throughout your resume.

http://www.wordle.net/
http://tagcrowd.com/


SCORING 100% KEY 
WORD MATCH

Some ATS software allows you to score 100% Keyword match
Create a SUMMARY OF SKILLS section at the top of your resume
Copy-N-paste parts of the job description that MATCH YOUR SKILLS  into this 

section on your resume
Highlight your skills  - NEVER LIE ON YOUR RESUME! 
IF YOU DON’T MATCH THE JD – THEN DON’T APPLY

ATS = Applicant Tracking System

INSIDE TIP: Some firms software will instantly disqualify you for doing this. Many resume software programs 
have learned this. I recommend sticking it in the footer which takes a few extra clicks to find, also just using a 
series of key words instead of the entire text of the description works too. 



STRATEGY GUIDE
ATS = Applicant Tracking System



#1. Keep Formatting Simple
 ATS loves simplicity & cold conformity 
 ATS hates creativity & individuality
 ATS hates extra touches & enjoy rejecting resumes 
 ATS struggles with anything beyond plain text
 ATS likes fonts like Arial, Courier, or Times New Roman
 ATS can’t read fancy fonts
 ATS can’t read logos, pictures, symbols, or shading
 ATS HATES extra rows, columns, page breaks, etc.
 ATS discriminates against tables, charts, graphs, 
 ATS has trouble reading anything beyond bullet points
 ATS does not want to see colors
 ATS does not want your photo
 ATS chokes on unfamiliar headings like:

 Affiliations, Publications, or Memberships
 ATS only prefers usual sections of a resume: 

 Qualifications, Professional Experience, 
 Education, Skills, and the like. 

 ATS prefers word doc or rich text formats
 ATS technology mis-processes .pdfs (limitation)

ATS = Applicant Tracking System



#1. Keep Formatting Simple

ATS = Applicant Tracking System



#2. Do NOT use Career Objectives
 ATS DOESN’T CARE about your objectives or how you want to apply your skills
 REALITY: it’s about how the company needs you to apply the skills
 ATS uses ‘objectives’ them as OPT OUT statements
 ATS sees them as a waste of space and will OPT YOU OUT of contention for the job
 ATS (& many recruiters) prefers the space be used for Qualifications
 Fill it up with ATS-friendly keywords like a  ‘highlight reel of your life’
 ATS enjoys seeing the space used for 5-6 short  sentences

 Concisely present your achievements, major skills, or experience
 ATS likes empty spaces to be filled with key words

Epic Fail Career Objectives:
“Student today. Vice president tomarrow.”
“I need a career on the Information Supper Highway”

“Pursue a challenging position with your rival firm”
“I need money because I have bills to pay”
“I would like to have a life, go out partying”
“I need to please my hot girlfriend with gifts & have a menu 
entrée consisting of more than soup.”ATS = Applicant Tracking System



#3. Don’t make any spelling mistakes
 ATS recognizes spelling mistakes
MISTAKES = INSTANT RESUME DEATH
 ATS loves to terminate you immediately because it has no idea what you are talking about
 Double, triple, & quadruple check resume spelling
 Have someone else spell check it
 ATS may forgive your grammar, but NOT spelling

Speak 
English and 

Spinach

Dear Sir or 
Madman

Hope to hear 
from your 

shorty

Revolved 
Customer 

complaints

Consistently tanked 
as top student 

engineer

Engineered  new 
corporate facility $3 
million over budget

Seeking a party-time 
position with potential for 

advancement

ATS = Applicant Tracking System



#4. No ED on your resume
 Your resume should tell a story of achievement 

 Your resume should explain your story

 ATS likes to see movement, growth, and story flow 

 ATS & RECRUITERS LOVE RESUME ACTION WORDS

 ATS likes to see resume power verbs sprinkled freely

 GOOGLE SEARCH: ‘RESUME ACTION WORDS (Verbs)’

 ATS likes verbs that end in -ed

ATS = Applicant Tracking System



BEING ON TIME
WORK ETHIC
DESIRE TO LEARN
EFFORT
BODY LANGUAGE
ENERGY
ATTITUDE
PASSION
BEING COACHABLE
TEAM PLAYER
DOING EXTRA
BEING PREPARED



#5. Memory Lapse for Resume Gaps 
 ATS recognizes memory gaps as errors or mistakes 
 ATS loves to terminate your resume because you have a gap
 BE HONEST: If you have a gap on your resume you need to account for the time
 ATS & Recruiters are looking for red flags like this
 Don’t embellish or falsify things – it may be exposed during background check
 I've advised people it's OK to leave off jobs in their work history
 Especially for jobs that were short-lived or unrelated to your main occupation
 Recruiters may look for discrepancies between your resume & your linked In resume
 Use the gap to explain how you were improving your career or life
 Be sure to have a good solid answer to explain your gap in the interview

Career break in 
2015 to renovate 

my horse

Any interruption 
in employment is 

due to being 
unemployed



#6. “I don’t have enough experience”
 Employers tell me I don’t have enough experience 
 I know I don’t have the experience
 No one explained how to solve this equation 
 REALITY OF YOUR SITUATION: 

 What experience do you have that matches their job 
description?

 What skills do you have that are transferrable?
 What skills do you have that can be written onto your 

resume that matches their job description?
 BUT I REALLY DON’T HAVE ANY EXPERIENCE!!!!

 Ok, then start applying for internships
 Keep doing internships, gaining experience and skills
 Keep a log of every experience you gained at each job

 EXAMPLE: Friend with UNLV Eng. Lit degree:
 No experience, not even part time job 
 She did want to work as a school teacher
 She did 1 year & 6 months of internships
 In each job – she shined, never late, always volunteering for as 

many skills/experience
 She wrote the skills into her log each week
 Eventually landed a role as a web developer



#7. I don’t know where I want to work
 START: by asking yourself what are your values?
 Do you want $$$$$!, more time off to be with your family? Start a family?
 Do you need GREAT benefits like paid education to complete your Masters?
 Do you want to work for companies with poor morale or high morale?
 Do you want to work in industries that are dying or growing (cyber security)?
 REALIZE: 21.3% of avg. person salary goes to paying health care premiums

21.3% of the 
average person’s 

salary goes to 
paying health care 

premiums



#8. Where to start looking for jobs

 You need to be realistic with yourself & skills
 You need to know your industry is dying or growing 
 Know what is considered an entry level through 

experienced job in your industry
 REALITY: the first 2-3 years you will be gaining skills / 

experience
 Utilize Glassdoor.com for salary & morale research
 Utilize the web for industry research
 Utilize any job search website for research

 Apply for the jobs directly on the companies 
website (use monster for research purposes only)



1.Regularly re-upload your RESUME to  
various job search sites, even if nothing 
on it has changed. 

2.It pushes your resume to the top of pile
3.Companies purchase resumes and 

cover letters,  downloading them onto 
their own databases. They keep them 
on file, sometimes digging them up 
from the same database for years

“Recruiters spend a lot of time on the job boards for active and passively
seeking job hunters. The ones that are modified (uploaded) recently, and 
have the most recent visit to sites they see first”



#9. Where are your specifics? 
 ATS recognizes lack of specifics as a incomplete resume
 ATS loves to terminate you immediately because you lack specifics
 Always be specific on your skills and experience 
 Never make generalized statements just to fill space
 Almost all of your information should specifically match their job 

description and never be generic
 Don’t embellish or falsify things – it may be exposed during 

background check

Worked 
in hotels

Worked 
with 

employees 

Good with 
Microsoft 
software

Managed 
projects

ATS = Applicant Tracking System



#10. What’s up with the clichés?
 ATS & recruiters dislike clichés – avoid meaningless adjectives 
 DROP: qualitative descriptions
 BE SPECIFIC: highlight your coursework, years of experience, job-specific technical skills or quantifiable 

achievements instead. 
 RECRUITERS LIKE TO GLOSS OVER THESE ITEMS:

 CUT OUT: ‘creative’  - it is an over used word
 REMOVE: ‘results-oriented’ - description is subjective.
 REMOVE: ‘responsible for’ - mechanical employee doing what he’s paid to do, no more, no less
 GET RID OF: ‘guru’ unless you’re YODA!
 REMOVE: ‘excellent oral & written communication skills – ignore my sp@lling mustakesResults 

oriented 

I’M 
PASSIONATE 

ABOUT!!

Seasoned 
leader

I’m responsible 
for …influential 

leader

ATS = Applicant Tracking System



#11. Your Personal information is one hot mess 
 ATS rejects resumes with missing or incomplete personal information can be rejected
 ATS can reject resumes with missing contact information, phone #s, or emails
 ATS does not want to see your photo on your resume
 Lock your facebook, Instagram, twitter accounts down
 Recruiters see your lifestyle on facebook & it may scare them!
 ATS does not like weird email addresses

Abeautfulchik@

Jeffshotgurlfriend@

AHotVolleyBalldude4Sure@

LuvzBallin@



Be careful with 
LinkedIn!

“I regulary see hackers pretending to be recruiters, pretending to 
represent a company, sending you an infected, malware pdf file, 
you complete it, and give them access to your computer”



#12. Your education is one hot mess 

 After graduation: your education is your biggest marketing tool for landing a job
 RIGHT NOW: Education section of your resume is the most important part
 ATS prefers education in reverse order – HIGHEST LEVEL GOES FIRST
 ATS ONLY LIKES GPA FOR RECENT COLLEGE GRADS:

 Once you gain experience then remove the GPA
 If you did not finish your degree, then write in the amount of credits that you 

obtained.
 Don’t embellish or falsify things – it may be exposed during background check
 Don’t make it too general - highlight relevant coursework or certs
 Don’t ignore dates - List the month and year of graduation as well as the institution.
 If you haven’t graduated: list the anticipated graduating date.
 Ignoring these dates makes it hard for employers to connect your work history
 It creates suspiciousness for your gaps

I am possessed with a 
moderate educatin but 
willing to learn moore

I have repeated courses 
repeatedly

I have a bachelorette degree 
in computers



#13. Know how background checks work
 DON’T BE SCARED OF BACKGROUND CHECKS (employee verification)
 ALMOST ALL BACKGROUND CHECKS ARE NOW AUTOMATED (MINIMIZES LIABLITY)
 Background checks wont say you were fired or quit
 All they show is your dates of employment, how much you made and where you 

worked. Background checks will say NOT say you were FIRED
 Most popular verification service: The Work Number
 https://www.theworknumber.com/

 Conduct your 
own FREE 
BACKGROUND 
check by going to 
the Work Number 
Website



1.Regularly go on interviews and collect offer letters
2.Use the offer letters as reference to your actual or intrinsic 

value



LET’S  PUT IT ALL TOGETHER
& BUILD A RESUME



SAMPLE

1. Keep Formatting Simple
2. NO Career Objectives, only 

summary of skills which is the 
key words from the job 
description

3. Personal information is not a 
hot mess

4. Education is not a hot mess
5. No resume gaps
6. No clichés
7. Lots of specifics
8. If you lack experience, go on 

internships to gain the skills



 NEVER, EVER, EVER, EVER STAY IN A JOB WHEN YOU ARE UNHAPPY
DON’T RUIN the work environment FOR EVERYONE ELSE
 IF YOU ARE NOT PROMOTED WITHIN 1-3 YEARS IN A COMPANY LEAVE
WHEN YOU LEAVE YOUR JOB, APPLY FOR JOBS 1 TO 2 LEVELS HIGHER

EXAMPLE #1: ENTRY LEVEL EMPLOYEES, APPLY FOR SUPERVISOR JOBS
EXAMPLE #2: SUPERVISORS APPLY FOR MANAGER JOBS

EXAMPLE #3: MANAGERS APPLY FOR DIRECTOR JOBS
EXAMPLE #4: DIRECTORS APPLY FOR VPs
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