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When making a resume, it is important to factor in how it is being read. In this modern 

world computers do most of the filtering of resumes. Formatting a resume that can be read by a 
machine can be almost as important as having some credentials. When a computer is unable to 
read a resume there is a chance that it will be tossed out. 

Before the resume comes the cover letter. It is a letter that is customized for each job 
application process. It will explain in your own words why are you a good fit for this job. It can 
also explain smaller credentials and skills that make you stand out for this job that don’t fit on a 
resume like soft skills. Soft skills are skills are specific to each job but some are critical thinking, 
communication or even availability.  

When a firm has a vast number of applicants for a few positions, it will use a filtering 
program. Keywords are words are one way the program that will assign a value to words found 
in each resume. Using the right language will score your resume higher. By looking at the job 
posting and seeing what words the computer will be looking for. There are also list of words that 
can score higher, such as action verbs. These lists can be found in any search engine. 

Do not use tables. Using tables can help your resume look nice. If a computer is reading 
it, a table could confuse the program. Formating the resume will take longer but it will give you a 
better chance at success. A good looking font is also required. While most fonts are ok the more 
eccentric fonts should be excluded especially comic sans. Having a font size between 10 and 
12 will make it easier to read if it makes it to an HR person.  

Proof read your letter and resume. Just by having simple mistakes will show a lack of 
detail. Many typing programs will have a spell check or grammar check, but may not catch every 
mistake. If there are two resume both with similar applicants, a resume without errors will be 
more likely to get the job. Making sure the information is up to date. Explaining that your 
address is incorrect does not look as professional.  

Having another person look at your resume can give you a better perspective. When I 
talked to a recruiter at Tek Sytems for an IT position she gave my great advice for my resume. 
She gave me a different perspective that I was not able to have. While I did not get the job I 
have a rearranged resume that showcased the skills I do have and looks good.  


