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Career Skills 2

Resume

Today’s lesson will focus on:
Creating a resume that will earn you an interview.



www.byteback.org

Class Agenda:

Resume
At the end of today’s session, you should feel better answering the following 
questions:

1. What happens to my resume after I click send?

2. What needs to be in my resume to get through the application process?

3. What’s the correct page length for a resume?

This session’s topics will be:

• Lifecycle of a Resume

• Component of a Resume: Title, Profile, Experience, Education

• What to Avoid on Your Resume

• Resume Formatting

Deliverable: Resume meeting Byte Back Checklist Standards

(Assignment 05-Resume Standards Checklist)

Due: Monday
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What Happens When You Send Off 

Your Resume?
Companies can review hundreds if not thousands of 

resumes for one position. 

It is unrealistic to read each one, so there are many 
filters in place to make the job easier.

Generally 3 steps:

1. Applicant Tracking Software

2. Human Resource Glance Over

3. Deep Read 
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Step 1: Applicant Tracking Software

Applicant Tracking Software scans your 

resume for keywords relating to the position, 

and chooses the ones that match best.

• https://www.youtube.com/watch?v=6KYdL

ktBouY

• https://youtu.be/AVvaECOmSS4?t=92

https://www.youtube.com/watch?v=6KYdLktBouY
https://youtu.be/AVvaECOmSS4?t=92
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Step 1: Applicant Tracking Software –

Noticing When It Happens
Applicant Tracking Software is mot likely being used when you are using an 

online application, as opposed to sending your resume directly to someone.

Examples:

• Sites have you attach a resume then fill out a form asking for information 

on your resume. What you put into the form will be read by ATS, and if 

you’re selected, a human will get the resume you attached.

•
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Step 1: Applicant Tracking Software  

Let’s Practice
Based on the below job description, what are some 

words you would put in your resume?

Requirements for this position include:

• Exceptional customer service and phone skills. Able to answer questions in a 
professional manner and direct incoming calls as needed.

• Experience in creating and communicating schedules to employees and clients.

Qualifications

• High school diploma or equivalent required. Bachelor’s degree preferred

• Minimum of 2+ year experience in an office environment

• Proficient in Microsoft Office Suite, Outlook and use of online software.

• Valid DC Driver’s License, Insurance.
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Step 1: Applicant Tracking Software  

Smaller Companies
• For smaller companies, such as nonprofits or locally 

owned businesses, they may not always utilize 
Applicant Tracking Software due to expense.

• To address this, they provide specific instructions to 
weed out those who don’t pay attention to detail.

Examples:
– Please put “IT Assistant Applicant” in the subject line.

– Applications without a Cover Letter will not be considered.

– Send your resume and cover letter in a .pdf format.
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Step 1: Applicant Tracking Software  

Let’s Practice
You’re an HR Manager that asked applicants to use the email 
subject “Application for Administrative Assistant” and opened 

your inbox to this, which applicants would you weed out?

• Application for Administrative Assistant

• App for Admin Position

• Application for Administrative Assistant

• Application for Administrative Assistant

• Job Application

• Application for Administrative Assistant

• application for administrative assistant
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Step 1: Applicant Tracking Software  

Passing the System

How to get past this first filter:

• Tailor your resume to match keywords in the posting.

• Follow all directions in the posting.

• If sending by e-mail, write a professional e-mail to 
accompany documents.

• Send your Cover Letter, even if they don’t ask.

• Send your application directly to a person (usually 
requires networking, i.e. referral)



www.byteback.org

Step 2: Human Resource Glance Over

Human Resource staff quickly scan your resume 

to determine who they want to keep.

How Long?

https://www.youtube.com/watch?v=pBu7y9ShG

aU

6 Seconds Long

https://www.youtube.com/watch?v=pBu7y9ShGaU
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Step 2: Human Resource Glance Over –

Let’s Practice 

\

www.resumegenius.com/6-second-resume-challenge

Or just Google “6 Second Resume Challenge”

http://www.resumegenius.com/6-second-resume-challenge
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Step 2: Human Resource Glance Over –

Passing the System

How to get past this filter:

• Give resume strong overall format and 
presentation, making it easy to review.

• Provide strong, relevant qualities and selling 
points at top of resume.

• Make it easy to understand why you’re applying 
for position.

• Mitigate job gaps and other potential red flags.
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Step 3: HR Deep Read
A deeper read of your resume is done, comparing you 
against other top applicants to select who receives an 

interview.

Recruiters will look at factors such as: 

• How closely do you match the must-have and nice-to-
have qualifications for the job?

• Have you clearly demonstrated essential skills related 
to the position in the past?

• Were you recommended by someone they trust?

• What's the rest of the candidate pool like?
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Step 3: HR Deep Read –

Let’s Practice

You’re an HR Manager hiring for an Administrative 

Assistant. Which of the following 3 bullets would 

most entice you?

• Assisted guests

• Provided exceptional customer service to 50+ guests daily 

in person and over the phone, meeting 90% of sales goals

• Folded 500+ clothes daily, earning “Fastest Folder” award
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Addressing Step 3

How to get past this filter:

• Clearly show accomplishments and how 

you would bring value to the company.

• We will teach the Skill/Task/Tool/Result 

(STTR) method.
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Life Cycle of a Resume
Process Description Most Important Aspects

STEP 1:
Initial Application/ 

Applicant Tracking Software

Video: 
https://tinyurl.com/ycq62vm4

Large Companies: Applicant Tracking 
Software scans your resume for 
keywords relating to the position, and 
chooses the ones that match  best.

Smaller Companies: Usually can’t 
afford ATS, use directions in job 
applications (send e-mail with subject 
as…, send as a PDF, send cover letter, 
etc.) to remove initial applicants. 

• Tailor your resume to match keywords in 
the job description.

• Follow directions in the job description.
• If sending by e-mail, write a professional 

e-mail to accompany documents.
• Send Cover Letter, even if they don’t ask.
• Send application directly to a person 

(networking).

STEP 2:
Human Resource Glance Over

Video:
https://tinyurl.com/y8w8dzyn

Human Resource people quickly scan 
your resume (usually 6 seconds) to 
determine who they want to keep.

• Make it easy to understand why you’re 
applying for position.

• Mitigate job gaps and potential red flags.
• Create strong format and presentation.

STEP 3:

Human Resource Deep Read

A deeper read of your resume is 
done, comparing you against other 
top applicants to select who receives 
an interview.

• Through writing effective bullet points, 
clearly show accomplishments and how 
you would bring value to the company.

Interview!!!

https://tinyurl.com/ycq62vm4
https://tinyurl.com/y8w8dzyn
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Your Resume’s Building Blocks

• Title

• Profile/Summary of Qualifications

• Technical Skills (Optional)

• Work Experience

– This can include volunteer work 

and hobbies

• Training & Education
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Title

• Name

• Phone Number

– Only put one

• E-mail

• City & State (not Full Address or Zip Code)

• Linkedin (if applicable and updated)

• Depending on field you can include a portfolio
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Profile: Your Objective

Traditionally:

Seeking to enter IT Career.

• Nothing new is learned about you.

• Non-specific

Modern:

To apply my [Skill X] and [Skill Y] as a [Job Title] at 
[Company].

• Displays qualities of yours to company.

• Explains resume is exactly for this position and 
company.
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Profile: Your Objective
1. Tailorable: Can adjust it so the position and company name 

are in it.

2. Company Focused: Avoid saying what you want, and rather 
what you will offer.

3. Forward Thinking: Addresses questions employers might ask, 
such as if you are transitioning fields.

4. Concise: 1 sentence, no more than 2 lines.

Examples:
• Seeking to apply Administrative training and Customer Service 

background to improve office efficiency as a Receptionist for HubSpot. 

• Administrative Professional ready to utilize Excel training and 5 years of 
Customer Service experience as Byte Back’s Executive Assistant.
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Profile: Summary of Qualifications
3-5 selling points related to position to grab employer’s attention.

You’re basically pre-emptively answering questions the employer has in mind while 

reading your resume. 

• Administrative Professional with 5+ years of experience; 
specializing in staff presentations and data management.

• BS in Biological Sciences; with Certification in Microsoft 
Office Specialist Excel

• Performed Data Analysis on Q4 Customer Interactions, 
determining methods to increase sales by 15%
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Profile: Summary of Qualifications

Addressing skills and requirements employer will be searching for.

Ask Yourself: Can my bullets apply to anyone who has this role? 

If yes, be more specific!

AVOID: Vague Statements/Lists Give PROOF with examples, tasks, & results

Responsible for managing a team of six 
sales associates

Managed sales team of 6 that achieves an 
average attainment of 123% to quota and 
was responsible for 40% of net new sales 
last year

Oversaw computer lab Maintained 20 computer lab serving 500+ 
students weekly; resolving issues relating to 
network errors, user access, and hardware 
malfunctions. 
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Profile: Example Qualifications
Work History in a Nutshell

• 5+ years in customer service, specializing in call center and retail environments

Major Accomplishments

• Increased customer retention by 150% within 3 month period

• Given responsibility of training 3 staff in safety procedures based off leadership

Awards

• Awarded Employee of the Month 3 times based off positive customer reviews 

and attendance

Education & Training

• Currently training in visualizing data and maintaining 500+ person databases 

through Microsoft Office Specialist Excel Certification

Anything Relevant to Position

• Fluent in Spanish; with ability to schedule appointments and give directions

• Hold Active Security Clearance
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Experience:

Laying out Your Work History

Include the following factors, while keeping a 
consistent format:

• Job Title

• Company

• Location

• Dates Worked

• List of accomplished tasks that can be 
transferrable to new position
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Experience:

Determining What Bullets to Put?

If you’re struggling what to even put for 

tasks you completed at your job, you can:

• Research job descriptions of your past and 

intended positions.

• Research work history of people past and 

intended positions through LinkedIn.
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Experience: Don’t Forget!

• Include experience, even if it is not paid or a 

main task of your job role:

– Performed basic troubleshooting for computer 

and printer issues

– Created database in Microsoft Excel to track 

customer service calls, increasing resolution time

– Upgraded computer and game system visuals 

and RAM 
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Experience: Effective Bullet Points

To sell your skills effectively, utilize the 

Skill/Task/Tool Result Method: 

https://www.youtube.com/watch?v=kYdbkm

G5GWI&t=28s

https://www.youtube.com/watch?v=kYdbkmG5GWI&t=28s
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Skill

Action 
Verb

Managed, 
Trained, 
Provided

Avoid 
“Weak” 
Wording

Assisted, 
Helped

Task

Description

Provided 
information 

to 
customers 
over the 
phone

Context

Answered 
up to 50 

phone calls 
daily

Tool

How?

Using POS 
system, 
Using 

Microsoft 
Word

Result

Benefit to 
Company

Increasing 
sales by x%, 

Creating 
more 

efficient 
office
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Experience: Effective Bullet Points-

Responsibilities vs Accomplishments

• Responsible for database management

• Managed database of 500+ personnel, 

entering and updating data weekly

• Data entry, typing, filing

• Drafted company e-mails, official 

statements, and blog posts
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• Assisted customers

• Provided information to customers

• Provided information for 50+ customers daily

• Provided information for 50+ customers daily 

in friendly manner

• Provided information for 50+ customers daily 

in friendly manner, with resulting 25% 

increase in customer retention

Experience: 

Effective Bullet Points Example
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Experience: Effective Bullet Points –

Let’s Practice
1. Responsible for maintaining and cleaning work area

a) Maintained and cleaned 200 square foot work area daily, meeting all inspection 
standards

b) Ensured office of 250 square feet is cleaned on a daily basis for 30+ employees

2. Process payment from customer purchase and returns
a) Processed 50+ credit card and cash transactions daily for customer purchases and 

returns, handling up to $1000 at a time, receiving lowest wait time in company
b) Processed payments in Microsoft Excel of inventory balance of company with 100% 

accuracy, averaging $500,000

3. Assisted team in data entry
a) Entered data into Microsoft Excel for 500+ person database, performing 

troubleshooting on any issues
b) Performed data entry through teamwork and collaborated to complete 5+ projects 

weekly
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Education & Training:

Laying out Your Work History

Follow the same format you applied to your 
experience, so it’s easier to follow for employers:

• Accolade Received

– MOS Excel Certification, BS in Biological Schools

• Institution

• Location

• Dates Attended or Date Accolade Received
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Training and Education
If changing careers, most effective way to show your skills. You can expand on related 

training and education by applying the following:

Topics
• IT: Identifying and explaining computer components, installing software, establishing 

network connectivity, preventing security risks.
• Admin: Formulas and Functions, Pivot Tables, Managing Database, Visualizing Data

Accomplishments

• IT
– Installed McAfee Anti-virus software

– Installed user privileges for company database.

• Admin
– Reviewed expense breakdown of $500000 company.

Relevant Courses (Mainly for Degrees)

• Sociology, Project Management, Counseling
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Common Resume Mistakes

• References Available Upon Request 
– Very Outdated, Employers will ask you for references when ready

• Full Address 
– Location Discrimination

• Photos
– Unprofessional, irrelevant, and can lead to discrimination

• Salary Requests
– Too forward to employers, seen as rude

• Anything Irrelevant
– Waste of space on your resume, as it won’t go into consideration

• Lies
– If you’re found out, you’re out! …and probably blacklisted
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Mitigating Job Gaps and Other Red Flags
Job Gaps

– Education/Volunteer Experience can reduce gaps

– Add section to your experience to explain gap
• Examples: Served as main family caretaker, Left for (now fully recovered) 

work injury, etc.

Age Discrimination
– Pay attention to e-mail

– Remove graduation dates

– Only put recent work history

– 20+ years of experience in retail -> 5+ years in retail

Overqualified
– Leave out certain trainings and degrees

– Focus less on higher level tasks
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Formatting

• Knowing how to format a resume is 

ESSENTIAL.

• You will constantly need to update your 

resume as you apply to new jobs and 

move up the career ladder.

• There is no one format that will attract an 

employer, the main thing is to BE 

CONSISTENT with the format you choose.
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• Too compact, recruiters don’t 
want to read a book

• No bullet points
• Makes it hard to hone in on 

specific information

• Irrelevant information: Employers 
will ask for past employer 
contacts after interview 

• Resume is more applicable for 
Federal Government job.
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• Too much blank space

– Gives impression of 

lack of experience

• Short bullet points

– Signals little value to 

employer
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• Title: Gives name and relevant contact 
information

• Summary of Qualifications: Grabs recruiters 
attention and makes them want to read 
more

• Experience: Gives overview of relevant 
experience to prove you have necessary 
skills to work said position

• Education: Helps back up experience with 
foundation of knowledge
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Formatting Length

• Traditionally, employers are attracted to one page 
resumes.

• Studies show a trend that recruiters are tending to 
travel to 2 page resumes.
– https://www.theladders.com/career-advice/new-research-says-2-page-resumes-

are-actually-preferred-by-recruiters

What does this mean for you?
• 1 or 2 pages can work, just make sure to utilize white 

space effectively.

• No matter what, employers will always focus on what’s 
on the first page more so than the second.

https://www.theladders.com/career-advice/new-research-says-2-page-resumes-are-actually-preferred-by-recruiters
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Oct 2015-Jan 2016

Feb 2015-July 2015

10/15-1/16

02/15 - 07/15

.

Avoid Formatting Mistakes (Dates)

July 2016 doesn’t follow 
the abbreviated format of 

3 letters per month

1/16 has one number for the month, 
while the second set of dates puts a 
zero in front of single digit months

The second set of dates also has a space between the dash, while the 
first date has none.
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Avoid Formatting Mistakes 

(Job Titles & Headers)
Summary of Qualifications

• 5+ years experience in IT field

• Awarded Employee of the year award based off positive customer reviews, and 
surpassing all sales goals

• Certified in Microsoft Office Specialist Excel

EXPERIENCE

Driver 01/2016-12/2016

Byte Back Driving Company, Washington, DC

…

Singer 01/2015-10/2015

Byte Back Choir

Both headers are underlined and 
bolded, but one is in all caps 

while the other is not

Dates don’t line upSecond position isn’t bolded 
while first is
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Effective Techniques

• Adjusting Margins
– https://www.youtube.com/watch?v=86LpuRagCKc

• Moving Bullet Points
– https://www.youtube.com/watch?v=W0LIZP7GqRY

• Removing Space Between Lines
– https://www.youtube.com/watch?v=b85TIA4Bzho

• Using “Tab” for alignment
– https://www.youtube.com/watch?v=vvZxO93MApE

https://www.youtube.com/watch?v=86LpuRagCKc
https://www.youtube.com/watch?v=W0LIZP7GqRY
https://www.youtube.com/watch?v=b85TIA4Bzho
https://www.youtube.com/watch?v=vvZxO93MApE
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Class Review:

Resume
How do you feel about answering the following 

questions?

1. What happens to my resume after I click send?

2. What needs to be in my resume to get through the 
application process?

3. What’s the correct page length for a resume?

Please turn in your resume, meeting all checklist 
standards, by Monday before class starts


