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10 REVOLUTIONARY RESUME TIPS 
CHEAT SHEET 

They say “First Impressions Are Everything” and this is certainly true when applying for a job.  

Everything you do, right down to the smallest detail, can determine whether you’re invited to an 

interview or sent a “thanks but…” letter.   

To add a little perspective, on average, 250 resumes are received for each single corporate job opening.  

Approximately 25 resumes will pass the first hurdle, the Applicant Tracking System (ATS), and will 

actually be reviewed by a hiring manager.  Of that number, 4-6 applicants will be scheduled for an 

interview, and 1-3 applicants will be invited back for a second interview.  Ultimately, 1 will be offered 

the position.  (Dr. John Sullivan, “Why You Can’t Get a Job…Recruiting Explained By the Numbers”) 

So, assuming everyone that applies for the job have similar credentials, what is the determining factor 

or factors that will propel one candidate forward while crushing the dreams of several other applicants?  

Unfortunately, there is no one answer to that question.  Each company is different in terms of culture, 

uses different methods or assigns different values when evaluating certain hiring criteria.  Nonetheless, 

there are a few universal truths so to speak and this Cheat Sheet attempts to provide you with the most 

common, yet often most overlooked strategies by job candidates. 

What if I Need More Guidance or Assistance? 

If you find these tips useful, you may also want to consider downloading “5 Mistakes Most Jobseekers 

Make & How To Avoid Them”.  This resource is much more comprehensive and detailed than the Cheat 

Sheet providing advanced strategies and techniques that will give you an edge over the competition 

and help you land that dream job. 

What if you have no work experience?   

The good news is that there are still ways to demonstrate that you are a right fit for the position and to 

score an interview and ultimately get the job.  “No Work Experience, No Problem” was specifically 

created for those folks that; 

- Are looking to enter the World of Work 

- Have no previous work experience 

- Are unsure how to market and sell themselves to prospective employers. 

You can download “No Work Experience, No Problem” by clicking here.  

http://www.oyeacademy.org/
http://www.eremedia.com/ere/why-you-cant-get-a-job-recruiting-explained-by-the-numbers/
https://oyea.kartra.com/page/5-Mistakes
https://oyea.kartra.com/page/5-Mistakes
https://oyea.kartra.com/page/No-Experience-No-Problem
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 FORMAT 

  

Rule of thumb; don’t be the black sheep.  Your resume is not the forum to try and get cute with 

design and formatting.  Why? Because most recruiting firms and most major corporations these 

days use some form of an Applicant Tracking System (ATS) to handle job postings, applicants, 

resumes, and interviews.  An ATS is simply a software system that filters applications automatically 

based on given criteria such as keywords, skills, former employers, years of experience and schools 

attended. 

 

Now more than ever your job is to make sure your resume can be easily scanned and deciphered by 

the ATS.  If you choose to use an unorthodox format, the ATS may have difficulty parsing key 

information which will inevitably lead to the rejection of your application. 

 

Job titles, company names, and dates of employment are important and should be displayed 

prominently.  In addition, your resume should be in chronological order from most recent to least 

recent employment.  Many folks think that grouping their relevant information in one section is 

helpful, but in actuality it annoys most recruiters because you are making them work harder to 

piece your work history puzzle together. 

 

Lastly, many applicants submit their resumes in pdf format.  Although most job postings say that 

you can submit your resume in several different formats including pdf, we wouldn’t advise it.  The 

reason is because many Applicant Tracking Systems are not able to scan pdf files very well.  The 

result is that crucial information may be lost in translation which will inevitably lead to your 

application being scored lower. 

 

 CUSTOMIZATION 

 

In much the same way a web developer may “optimize” a website in order to improve its ranking in 

Google and other search engines, smart job applicants are now beginning to optimize their resumes 

so they rank higher in a particular company’s ATS.  Optimization simply means inserting keywords 

and using other strategies so that an applicant’s resume ranks higher based on what the ATS 

considers most relevant to the company. 

 

To implement this strategy effectively, it is necessary to create a unique resume for each job for 

which you are applying.  Sounds overwhelming, but in “5 Mistakes Most Jobseekers Make & How to 

Avoid Them” we share strategies to help you manage the job search process and get the most out 

of each application you submit. 

 

 GRAMMAR 

 

One single error such as a typo or misspelling can potentially reduce your chances of getting an 

interview by up to 60% (Dr. John Sullivan). Remember, on average 250 applications are submitted 

for each job posting with some posting receiving many more applicants.  In order to manage the 

http://www.oyeacademy.org/
https://oyea.kartra.com/page/5-Mistakes
https://oyea.kartra.com/page/5-Mistakes
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process, recruiters must find some way to reduce the overall number of applications to a more 

manageable number.  One effective way to do this is to simply weed out resumes that have 

grammatical errors and other errors.  The rational being that if the applicant is careless enough to 

submit a resume with errors then this may suggest that the applicant did not care to take the time 

to proof their work and likely will exhibit similar work habits on the job. 

 

 QUANTIFY ACHIEVEMENTS 

 

Another way to set yourself apart from the competition is to quantify your past work history.  Most 

job applicants simply list “tasks” they were charged with performing at their previous job.  For 

example, they may list on the resume under a particular job “wrote reports, managed staff, greeted 

customers, etc.”  However, a few applicants will go a little further by stating “wrote 4 reports 

monthly used by management to make operational decisions, managed 12 staff with zero 

turnovers and facilitated 2 promotions, and interfaced with 30 customers per day with a 99.5% 

success rating.”  The latter paints a clearer picture for the recruiter and is an easy way to improve 

the ranking of your application. 

 

 ADD A SKILLS SECTION 

 

Another simple way to boost your ATS ranking is to add a “Skills Section” to your resume.  This 

allows you for instance to add a string of keywords that may not be listed in other sections on your 

resume but are still valid to the job for which you are applying.  This is an ethical way to increase 

your keyword count which will ultimately help boost your ATS score.  One key note, do not lie 

about skills you do not have.  If you list a skill, you must be able to demonstrate how you acquired 

that skill set or how you plan to acquire it.   

 

 LIST YOUR GPA 

For recent college graduates, GPA can have a significant impact in the interview selection process.     

However, even though a strong GPA can be your ticket into the interview, afterwards, other factors 

ultimately land you the job such as how you answer the questions and the way in which you present 

yourself to the employer. (Sam Korach, What Employers Really Look for in Recent College 

Graduates, USA Today July 22, 2015). 

 

The lesson here?  If you have a decent GPA, 3.0 or better, you may want to make sure you list it on 

the resume as it may help boost your ATS ranking.  Another strategy that is sometimes helpful if 

your overall GPA is less than 3.0 is to list your GPA in your major, which for some candidates is 

usually higher than their overall GPA.  Just make sure you specify that the GPA is for your major so 

that you aren’t misrepresenting yourself to the employer. 

 

 HIGHLIGHT YOUR ATTRIBUTES 

 

According to the National Association of Colleges and Employers (NACE) Job Outlook 2016 survey, 

employers are looking for leaders that can work as part of a team.  More than 80% of the employers 

http://www.oyeacademy.org/
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that responded to the survey said they look for evidence of leadership skills on the candidate’s 

resume, and nearly as many seek out indications that the candidate is able to work on a team (Job 

Outlook 2016: Attributes Employers Want to See on New College Graduates’ Resumes, Nov 18, 

2015).   

 

Large companies such as Goldman Sacks cited that instead of hiring students with Ivy League 

degrees, there is an emphasis on hiring self-driven individuals who show “an entrepreneurial spirit.” 

(Sergei Klebnikov, What Employers Are Looking For When Hiring Recent College Grads, Forbes, 

July 6, 2015). 

 

Participation in student government, serving as team captain on an athletic team or as resident 

advisor on campus can all demonstrate leadership qualities.  Perhaps even more compelling would 

be examples of serving as a lead on a project while interning or working at a particular company or 

organization. 

 

 EXTRA-CURRICULAR ACTIVITIES 

 

Similar to when applying for college, demonstrating participation in extra-curricular activities can 

help boost the success of your application.  Such activities demonstrate to employers not only that 

you are well-rounded, but that you have certain social skills that are important for candidates 

looking to assimilate into the organization’s culture. 

 

 DON’T PUT EVERYTHING ON YOUR RESUME 

  

If at all possible, keep your resume to one page.  The long and short of it (no pun intended) is to 

keep your resume concise.  Remember, recruiters spend on average 15-20 seconds reviewing each 

resume so you have about that much time to make a lasting impression.  Therefore, make sure only 

the most pertinent information is listed on your resume in accordance with what is listed in the job 

description and cut out the fat.  The last thing you want is for a recruiter to have to wade through all 

the non-relevant information in order to uncover the keywords they’re so desperately seeking.   

 

If you are worried that an abbreviated resume will not paint a full picture of you for the employer, 

then consider downloading “5 Mistakes Most Jobseekers Make & How to Avoid Them” to learn 

different strategies on how you can supplement your abbreviated resume so you’re able to provide 

an employer with your full story beyond the resume.   

 

 KEEP IT PROFESSIONAL 

 

Lastly, make sure your whole package exudes professionalism from top to bottom.  For starters, 

make sure you list a professionally sounding email address such as “yourname@service.com” vs 

“hotmomma@service.com”. 

 

http://www.oyeacademy.org/
https://oyea.kartra.com/page/5-Mistakes
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Likewise, if you have a LinkedIn account, make sure you have a professional image displayed.  (If 

you don’t have a LinkedIn account, GET ONE!).  You may also want to tone down your social media 

accounts (Facebook, Twitter, Instagram, etc.) as well as some employers find ways to access and 

view these accounts.  Pictures of you in compromising situations (drunk, partying, engaging in 

questionable behavior) can potentially damage your chances of landing your dream job.  Better to 

play it safe, wouldn’t you agree? 

 

 

So, there you have it!  10 tips you can implement today to help improve your odds when applying for a 

job.  We love feedback and hope you will visit our Facebook page and post a comment about whether 

you found this guide useful and if so what helped you the most.  Only through your feedback, can we 

continue to refine and improve this guide so that it’s the best and most informative resource for landing 

a job. 

We’d like to leave you with this… 

One question we commonly hear is “what is the best strategy I can implement now to better optimize 

my job search?  In response, we put together a report call “5 Mistakes Most Jobseekers Make & How to 

Avoid Them”.  In this report, we’ve identified 5 techniques that most jobseekers aren’t even aware of 

and if implemented should improve an applicant’s chances of landing that interview and ultimately the 

job. 

 

http://www.oyeacademy.org/
https://oyea.kartra.com/page/5-Mistakes
https://oyea.kartra.com/page/5-Mistakes

