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Most experienced recruiters will look at your resume for 6-10 seconds 
before they make a decision
 They will screen their best 10-20 candidates 
 They will only send their top 3-5 forward

If you are being screened by software, you have an even lower chance 
of getting into the system
 Most jobs get between 700 and 1000 submittals, some receive as many as 3000
 Of these, about 25% will pass the initial key word search (having 90% of keywords)
 Many companies will look at only the first few hundred due to high numbers
 Most will push the keyword requirement to 100% (and beyond) reducing the 

candidate pool to 15-30

After these screenings, Human Resources personnel will make a 
decision with a review of about 30 seconds per resume
 Reducing the list to 5-10 candidates

The hiring manager will then look at your resume for another 6-10 
seconds
 Reducing the list to be interviewed to 3-5 candidates



You have a very small chance of getting to the key decision maker if 
your resume doesn’t get you through multiple systems

You need one resume to clear the automated systems and another to 
get to the key decision maker (not covered by this training aid)

The first must wow the automated system with how well you match all 
of it’s required key words (not covered by this training aid)

Both must wow the any human being that sees it above the thumb

The second must wow the key decision maker above the thumb and 
beyond (covered in this training aid)

You really don’t want to reach the interviewer through this process
 Meaning that you want to reach your interviewer through networking



Name and limited contact 
information

Key competencies that support 
your summary and the job

Your best 3-5 accomplishments 
that sell you for this position

Chronological job history with a 
minimal job description and 

additional accomplishments that 
are aligned with the position you 

are applying for

Your Primary Resume

Descriptive title followed by a 
strong forward looking summary 

of who you are
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Continue chronological history, 
dropping accomplishments 

bullets on older positions, and 
all but the title and date for very 

old positions.  Consider 
dropping positions that are 

older than 20 years

Document all education that is 
relevant to the position.  

Consider eliminating graduation 
dates if they are older than 20 

years

Include all memberships and 
certifications that are relevant to 

the position

Your Primary Resume

Do not include hobbies, 
volunteer work or charity 

activities unless they are related 
to the position. 
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Your resume is an extension of your stories and achievements 
development

You need one resume to get past the software and the first human 
glance

You need another to wow the recruiter and hiring manager

Both must wow all people that see it above the thumb and you must 
assume that they will only read it above the thumb

A resume is a marketing tool; don’t give them full product details 
until you get to the interview

If your resume works, keep using it.  If it doesn’t, change it.
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