
 

 

  



 

 

 

 

 

 

 

 

 

 



 

If you’ve ever thought, “I have plenty of experience in my field! There's no way I wouldn't 

get hired,” think again. There are other elements that go beyond your actual skills that 

matter quite a lot.   

Think about this. You might be the best java developer to ever craft a piece of code, but 

if you show up to the job interview with your suit on backwards, and wearing a floppy 

straw hat, you’re probably not going to get hired.   

It’s the same with your resume. You’ve got to dress it in the right clothes. “But my 

resume looks fine on paper,” you might say. “This doesn’t affect me.” Sure, it looks good 

on paper, but the rules have changed in today's rat race.   

Paper-schmaper! Today’s business is done online. Unless you’re applying to be a 

dishwasher at Denny’s, you need an online resume. Oh wait, even Denny’s has an 

online application system. The truth is - a human is not reading your resume. At least 

not on the first pass.   

It was reported in The New York Times in 2008 that Google “receives more than 20,000 

résumés a week, or two every minute.” They would need an entire staff, working around 

the clock, just to read and review all of them. That’s not a very effective use of their 

time.  

Through a research study done by Skillgigs, around 50% of large companies use a type 

of “parsing” system, known as the Application Tracking System (ATS), to review 

applicants. This way they can process their perfect candidates using automation rather 

than reading them individually. Although this system is efficient for applicant filtering, 

and time-saving for the companies, 60% of applicants’ resumes that go through this 

parsing system are not accepted. Your resume might be one of them.  



 

With the perpetual shift in technology, it is extremely important that you stay on the 

pulse of how things are done today. It is essential that people use online resumes to 

apply for jobs, since companies now refuse physical copies in order to save recruiters 

time and money.   

By making simple mistakes on resumes, people aren’t getting calls from employers 

asking for an interview. The ATS system has not only altered the way many employers 

look for new hires, but it also filters out poorly formatted resumes so that they are never 

read and are thrown straight into the trash.   

Yep, that’s your resume in the bin with the half-eaten bagel and coffee grounds on it. 

 

Not to worry – we’re here to help. Keep reading for How the ATS works.  

 

  



 

The Application Tracking System focuses on four key elements: screens and filters, 

keywords, skills section, and most importantly formatting. Modern ATS systems are 

smart enough to read your resume and map your skills so that the recruiter has an 

electronic view of your employment experience and skill sets.  

What does this mean for those job seekers who compete every day for getting an 

interview?  It means that if your resume is not in line with the parsing guidelines as 

established by these ATS systems, the recruiters will not see you, and that will lead to 

lost interviews, and missing out on some of the best job opportunities.  

Do you want to instantly gain more interviews that can lead to better jobs and more 

money? There is a way. The solution lies in understanding how the parsing system 

works. You need to know the ins and outs of how to build a modern resume, which can 

be read by computer software before a human even touches it.   

Here are some common mistakes that will cause resumes to be read incorrectly if 

submitted through an online parsing system -   

1. Graphics, borders and symbols can translate into number codes after parsing through 

the ATS system. This can cause unsightly clutter in your resume and make it look very 

unprofessional. 

2. Writing in the header or footer is pointless because it is never seen by the ATS 

system. 

3. Fancy fonts, unusual formatting, characters, or symbols in your resume can confuse 

the ATS algorithm. Mixing font types and sizing can affect the system as well. 

4. Inserting a table will look clean but it will also confuse the ATS system’s algorithm 

and potentially ruin your formatting. 



 

5. Outside Templates are not your friends! Online templates contain tables that can run 

incorrectly through the ATS system. As tempting as it may be, don't use Microsoft 

Word's templates. 

6. Capitalization Matters! Never use all caps unless it’s something like a section header. 

This means Job Titles and Employer name should never be in all caps. 

Job seekers are losing opportunities because they have resumes that are essentially 

unreadable by an ATS system. By having one small error on your resume, you risk not 

only losing the perfect job opportunity, but also risk the possibility of never getting a call 

to be interviewed at all. 

Now that you know how the ATS works, let’s take a look at what not to do. Keep reading 

for a Bad-Example Resume. 

 

 

  



 

The following is an example of a resume that will likely not pass the ATS. You can see 

right away some of the problems listed above. Not to mention, it is also very 

unappealing to read. Even though it has all the right information, this resume will 

probably get passed over even if it does get through the ATS. Later you’ll get to see 

how we fixed it by making some very specific changes.  

  



 



 

 

 

  



 

 

 

Didn’t you just want to scan right over that and get on to the next step? Talk about dull! 

Read on to learn how to make it shine.   

 

  



 

The only thing separating you from a pool of other candidates is, quite literally, a word 

document. That document, your resume, lists everything you’ve ever achieved and 

everything you will ever hope to become. But, what’s this?! The recruiter skipped right 

over you! You were so sure that you had the perfect skill set for this job. You know 

everything you could possibly need to know to succeed in this field and they passed you 

by, just like that!   

You demand a reason to know why you didn’t get an invitation to interview, so you email 

the recruiter. This person must have some vendetta against you from the past. Was it 

someone from school who was jealous of your honors and achievements? Was it your 

ex’s new boyfriend or girlfriend? Was it someone you turned down at senior prom who’s 

held a grudge against you ever since? There has to be a reason!  

You finally get an e-mail back from the recruiter. The verdict? Your resume is 

disorganized and practically incoherent. Your head spins. Of all the things that could 

have possibly gone wrong, they denied you for your resume’s organization? Is that even 

legal?!  

As a matter of fact, resume organization is one of the key reasons that people don’t 

ever get a phone call for an interview from the recruiter. This can happen with real live 

human recruiters too, but even more so with an ATS. 

Remember that half-eaten bagel and the coffee grounds? Due to poor organization, 

your resume might be keeping them company right about now. 

  



 

 

Even if your resume makes it through the first round of digital dissection and actually 

gets seen by the recruiter, it won’t even get a second look if it’s messy and hard to read. 

It can be tough to pinpoint exactly what you’re doing wrong with your own resume, but if 

you want to take a crack at revising it yourself, here are some general resume rules to 

get you started: 

1. Contact Information Always Comes First  

▪ Your name and contact information should be typed out over 5 individual lines 

(never as one line), as illustrated in this example: 

 

2. Section Headers are Second, and Always ALL CAPS 

▪ Section Headers should look something like this: 

CAREER HIGHLIGHTS, SKILLS, WORK EXPERIENCE, EDUCATION etc. 

▪ A Job Objective isn’t necessary, and is best left out of your resume. 

▪ A References section isn’t necessary, and it’s best if you do not include it in the 

resume. If someone asks for references, provide them with a separate copy. 

3. Always Leave a Blank Line Before AND After Headers & Job Entries 

▪ A blank line should be used as a break between different sections, paragraphs, 

and job entries. 

▪ Don’t use a blank line when describing job responsibilities. 

  



 

 

4. Use Consistent Formatting 

▪ Application Tracking Systems look for patterns of data so it’s important you keep 

your formatting consistent. 

▪ If you did it one way the first time, keep doing it the same way!  

5. Keep Your Sections Separated 

▪ Don't clump together your achievements with your certifications. Keep them 

separate so that they may be easily caught by a recruiter’s eye when reading a 

resume. 

6. Keep Your Sections Separated 

▪ Remember that section headers (like EMPLOYMENT HISTORY) should be 

bolded and in ALL CAPS. 

▪ Your resume should be in reverse chronological order, starting with the most 

recent job to the oldest. 

▪ Bold the Company Name and your Position Title. 

▪ NEVER OMIT EMPLOYMENT DATES. List the month and year you held the 

position. (Ex. Jan 2013). 

▪ If you are still working at a company put “Current” or “Present,” don't leave it 

blank! 

▪ Company summaries should be in italics, under the company name but before 

the position title - just be sure to leave a blank line between the company 

description and position title. 

▪ Skills and technical tools should be worked into your job responsibility section, 

as a part of your narrative. 

  



 

▪ Example Resume Section! Now this can all be tough to wrap your head around, 

but you're almost there! Here's an example of a resume’s employment history to 

give you an idea of what your resume SHOULD look like: 

 

 

EMPLOYMENT HISTORY 

Intel Inc., Atlanta, GA      Jun 2009 – Present 

Intel is an American multinational and the world’s largest semiconductor chip 

manufacturer; Intel recently reported revenues in excess of $52 Billion and 

constantly ranks among the world’s 70 most valued brands. 

Senior Operations Analyst 

▪ Concise Job description / Summary 

▪ More descriptive entries about your position, technical skills and 

responsibilities… 

▪ Separate the last line and Next Job Entry with a Single Blank Line 

 

Intel Inc., Atlanta, GA         Jan 2007 – Jun 

2009 

Operations Analyst 

▪ Job description / Summary…. 

  



 

 

7 Listing Your Education 

▪ Include all relevant education - but ignore high school education. 

▪ When listing education include the university name, major (specialization) and 

month and year of completion. 

▪ Without a month and year, the ATS system will think you're still in school! 

▪ The BEST format for an ATS looks something like this:  

Type of Degree, University or College Name, City, State (or Country), Month Year. 

8 Put a Bow on It - Figuratively speaking, of course. 

▪ Tailor your resume for the job. That backwards suit and straw hat might be 

perfect if you’re applying for job as a circus clown. But just as you need to dress 

appropriately for the interview, make sure your resume is dressed appropriately 

too and is tailored for the job being applied for. 

▪ Be thorough. Go over it many times and edit it to ensure that it’s consistent and 

looks great without being too cluttered. This will help make it stand above the 

rest. 

If all else fails, have someone else take a look at your resume and let them give you 

some constructive criticism. Resumes aren’t a one-shot thing where you always get it 

right the first time.   

Remember, these are only SOME of the things you can do to improve your resume. 

Like yourself, your resume is something that you should always try to improve on. As 

your skills change and get better, your resume should also change and get better.   

Think of your resume as something similar to a mini-you. You dress it up, you make it 

look pretty, and you try to get people to notice it. Always strive to make your resume as 

awesome as you are, and you’ll get that job for sure. 

 

 



 

Bland, tasteless, and dry! You would think this comment might come from a restaurant 

critic’s review of a new dish, but it’s probably a description of your current resume. If 

recruiters who read resumes were anything like chefs, you’d have to be ready for them 

to judge you like Chef Ramsay.  

So, you submitted your resume. You gave it your all, but got no call. You decide to ask 

the recruiter why your resume wasn't good enough. You get an e-mail with the reply, 

“Your resume is so monotone and dull that it reads like Ben Stein’s voice!”   

Dejected by those harsh words, you wipe a single tear from your eye and whisper 

defiantly, “No. I refuse to let my resume read like Ben Stein’s voice. I’m going to make 

this resume read as gloriously as Morgan Freeman’s voice!”  

But where should you start if you want to make that resume as smooth as Morgan 

Freeman’s voice? How do you even know where to begin revising?  

We’ve talked about how your resume may not be getting seen by recruiters 60% of the 

time, and reasons why your resume may not be catching the attention of recruiters’ 

eyes. We’ve given you lots of direction on how to fix the formatting and organization of 

your resume.  

But how do you take it to the next level? How do you make your resume read as smooth 

as that voice making you want another Visa card when you already have two? 

Well, now we’re going to give you some cheats that will make creating that Morgan 

Freeman-sounding resume a whole lot easier, plus an amazing opportunity to create a 

FREE readable resume in less than 10 minutes. But before we get into those details, 

here are some quick cheats and tips to help your resume read as smoothly as possible. 

 



 

DESCRIBING JOB RESPONSIBILITIES 

Avoid Generic Terms 

▪ When describing your position’s responsibilities, be specific and try to avoid 

using terms like various and others. 

▪ Try to sum up your responsibilities in the first few sentences with a general 

summary if possible – then get into technically breaking down your 

responsibilities. 

Keep It Short and To The Point… 

▪ Recruiters go through a ton of resumes in a day, so make sure you get to the 

point as quickly as possible. 

▪ That being said, be sure to describe explicitly the technical tools and any 

management responsibilities, etc. under the appropriate position. 

…But Make Sure You’re Spelling It Out 

▪ This may seem like kind of a contradiction, but don’t assume that whoever is 

reading your resume can fill in the blanks and automatically imagine the 

tools/technologies you used and the operations you did in addition at your 

position. 

▪ Be descriptive in what you did at your past jobs, but make it short and snappy. 

Grammar and Format 

▪ Change your descriptions from present tense to past tense – so something like 

contributing would be contributed, managing would be managed and so on. 

▪ Avoid using Colons ( : ) especially in headers. 

  



 

KEYWORDS AND BOLDING 

Bold Important Keywords 

▪ When you’re applying for a specific job, read the job description and look for 

keywords. Now look at your resume, find matching keywords from the job 

description and bold them. 

▪ When a recruiter is going through your resume, their eyes will naturally wander to 

the BOLD words or phrases in a big blob of text and bolding relevant phrases 

will give you the upper hand in distinguishing yourself on paper. But remember:  

If you bold unnecessary words and text throughout without any real reason, the 

bolding will lose all value, and will just get annoying -- so use it wisely! 

Easy Formatting Trick 

▪ If you find yourself having to format text using the same format over and over 

again, you can set up Styles in Microsoft Office. 

▪ In Office, highlight the formatted text. Then go to the Ribbon and click the down 

arrow on the left side of the “Change Style” Icon. Click “Save Selection as a New 

Quick Style”. Name your Style. Hit OK. 

▪ Now you’ll have the option to Quickly format any text using the defined formatting 

by just highlighting and clicking once! 

 

  



 

Now that you understand the guidelines, here’s an example of that previous resume 

with the tweaks and fixes and that will make all the difference: 

 

  



 

 

  



 

 

 



 

 



 

 

 

 

Rich, tasty, and juicy. Now THAT’S the resume you want to submit to the recruiter. After 

everything you've done, you can take that resume and give it to a recruiter proudly. Now 

you know your resume reads as great as Morgan Freeman’s voice. You can own your 

resume and finally get the job you’ve been wanting! 

  



 

If you wanted to, you could go buy resume building services for hundreds of dollars 

and let the resume pros do all of the fancy work for you, but who has the money for 

that? You're probably reading this article because you need a job now and spending 

more money doesn't help.   

Lucky for you, we have a FREE solution that will take you less than 10 minutes to 

receive your own personal resume. It's guaranteed to parse correctly through any 

Application Tracking System every time! Click here to create your personal online 

resume today! 

 

Say goodbye to that half-eaten bagel and coffee grounds in the circular file. Now your 

resume can be on the top of the callback stack! 

 

For more information, visit us at www.skillgigs.com. If you liked this article, check out 

our other informational articles here and don’t forget to like our page and share our 

articles on Facebook! 

https://app.skillgigs.com/SignUp/Talent
https://app.skillgigs.com/SignUp/Talent
www.skillgigs.com
https://www.skillgigs.com/blog/category/talent-advice/
https://www.facebook.com/skillgigsonline

