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Best Practices and Tips for 
Breaking Through the 

Online Submission Process 
To access this deck: 

http://bit.ly/BeatingATS

https://www.pinterest.com/GreatCareersPHL/
https://www.linkedin.com/in/lynnewilliams
https://twitter.com/greatcareersphl
https://www.facebook.com/greatcareersphl/
http://bit.ly/BeatingATS


Goldfish 
have an 8 

second 
attention 

span; 
humans 

have 7 
seconds… 

or do they?
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Learning Objectives

01

02

03

04

Learn tips and best practices for ATS 
systems

Learn how to analyze keywords from a job 
description

Learn how to analyze key titles

Learn tips for formatting your resume
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What percentage of resumes are never seen by the 
human eye?

i.e., they go 
into the 

proverbial 
“Black Hole”
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What percentage of resumes are 
never seen by the human eye?

+ / - 72%
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even though the most qualified applicant                

may have submitted their resume



The ATS -  otherwise 
known as the 
Applicant Tracking 
System - is an 
automated resume 
screener that enables 
the electronic 
handling of resumes 
for recruiters.
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https://greatcareersphl.org/how-to-avoid-the-online-job-application-black-hole-ats/
https://greatcareersphl.org/how-to-avoid-the-online-job-application-black-hole-ats/


Your resume is run through 
a parser, which assigns 

meaning to the content. 
Resumes are not only 

scanned for keywords, but 
more so for key phrases 
(i.e., contextualization), 

which are mathematically 
scored for relevance.
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Examples of Contextualization
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● “Java” may be a key word, but it should be framed by 
other words that describe your experience and familiarity 
with the topic

● Contextualization analysis looks at elements including 
terms that are related and unrelated, the depth of 
experience of a potential candidate and how this 
experience falls into the candidate’s career path



So what do you need to do?

Optimize your resume!“ “
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There are many ways to optimize your resume

Customize for your “future 
forward” position top of the fold:
● targeted headline
● value proposition in summary 

written in 1st person implied “I”
● core competencies with 

applicable hard & soft skills
“SUMMARY PROFILE” 

is a wasted line

01
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Future Forward 
Position - 
“Pretty” 
Resume

with Blue
Shaded Bands

Note: there are two links here - one 
for blue and one for shaded bands
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https://www.colorpsychology.org/blue/
https://www.businessinsider.com/heres-what-recruiters-look-at-during-the-6-seconds-they-spend-on-your-resume-2012-4


There are many ways to optimize your resume

• Remove images and 
graphics because they are 
probably not readable

• Do not include logos or 
pictures
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Use graphics and 
images for your 

One Pager 

for Networking 
but not for your 

resume 
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https://greatcareersphl.org/faq/
https://greatcareersphl.org/faq/


There are many ways to optimize your resume

Fonts matter! No script fonts and 
nothing less than 11 point font.
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● Arial (was mentioned the most in 
articles reviewed as the best)

● Courier
● Impact
● Lucinda
● Tahoma
● Trebuchet
● Times New Roman
● Verdana



There are many ways to optimize your resume

Don’t hide keywords in white text04
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You can “hide” white text in a white 
background but NOT in the ATS, as it 

prints out in black

Merry Christmas Happy Hanukkah



There are many ways to optimize your resume

• Consider removing 
irrelevant or bridge 
underemployment positions

• Include past positions or 
skills relevant to the job to 
which you are applying
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There are many ways to optimize your resume

• Beware of special characters

• Standard solid black bullets may be 
fine, but it’s safer to stay away from 
arrows, checkmarks, etc.

• No tables (like you might use for 
skills)

• No borders (for entire page or for a 
section)

• No lines that cross the entire page
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There are many ways to optimize your resume

Avoid shading, fancy borders, and 
section breaks
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There are many ways to optimize your resume

Check for spelling errors, as 
the ATS may miss keywords 
if they are misspelled
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There are many ways to optimize your resume

• Make sure your contact 
information is at the top of the 
page including phone number 
and email but NOT in header or 
footer

• Make sure you check your spam 
folder if you received any 
emails
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There are many ways to optimize your resume

• Type the date of your 
employment after your 
employer, rather than before

• Know the difference between 
an em dash and and en dash 
and be consistent with your 
spacing

2000-2019 
2000 - 2019 
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There are many ways to optimize your resume

Send your resume in Word or in 
rich text format rather than a PDF 
(unless the directions specific a 
PDF) as PDFs may be readable or 
they may be a non-readable image
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Attaching

Uploading

Your Text Here

What’s the 
difference?
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There are many ways to optimize your resume

Uploading your resume is 
preferred over copying and 
pasting your resume into 
text boxes
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Uploading Your Resume

01

02

03

04

Do not upload your resume multiple times, as it 
will hurt, rather than help, your cause

Multiple submissions will NOT help you get more 
noticed in a good way

If you are applying to multiple positions in the 
same company, make sure your resume is 
consistent for past historyI
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If you are applying to multiple positions in the 
same company, you may tweak or tailor it for each 
position (typically “top of the fold”)



There are many ways to optimize your resume
Carve out your area of expertise, rather 
than showcase yourself as a generalist … 
and then prove it

● Generic: Marketing, Management, 
Operations, Communications

● Specific relevant expertise: Revenue 
Growth, Client Relationship 
Management, Negotiation, CRM 
Development, Risk Management
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A favorite 
@GreatCareersPHL 

Instagram 
Image!
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There are many ways to optimize your resume
• Only include typical resume sections:

– Core Competencies or Skills 

– Professional or Work Experience

– Professional Organizations

– Awards and Honors

• Best practice would be to not add 
unfamiliar headings like Affiliations, 
Memberships, Publications*, etc. and 
ditch the objective   

*Publications might be considered more to be a CV

14
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There are many ways to optimize your resume

Instead of listing job 
descriptions under your 
employer, list bullet pointed 
quantifiable accomplishments 
and achievements

15
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There are many ways to optimize your resume

Customize your resume using 
language from the job description 
and include industry jargon and 
buzzwords so that the applicant 
screening tools that index and 
crawl submissions will pick up 
these key terms and phrases
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There are many ways to optimize your resume

Use keyword or text analyzers for 
the job description

Read about Keywords: Article 1   Article 2

17
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https://greatcareersphl.org/how-to-check-your-keywords-on-linkedin/
https://greatcareersphl.org/keywords-how-to-look-up-as-a-layman/


Text 
analyzers

www.jobscan.co 

www.wordart.com

www.wordle.net

www.tagcrowd.com

www.google.com/    
adwords 

www.semrush.com

www.keywordeye.com

www.keywordspy.com 

www.wordstream.com 

www.spyfu.com

www.moz.com

kwfinder.com

Think 
32

http://www.jobscan.co
http://www.tagul.com
http://www.wordle.net
http://www.tagcrowd.com
http://www.google.com/adwords
http://www.google.com/adwords
http://www.semrush.com
http://www.keywordeye.com
http://www.keywordspy.com
http://www.wordstream.com
http://www.spyfu.com
http://www.moz.com
https://kwfinder.com


Monster.com Marketing Director 
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Wordle.net
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Tagcrowd.com
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Import 
or Add
Words 

in 
Wordart
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Create your LinkedIn Banner Too!
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https://greatcareersphl.org/2020/03/19/how-to-make-a-word-cloud-for-linkedin/


 

Use 
Jobscan.co

  to find 
your 

keywords

(not .com)
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There are many ways to optimize your resume

Consider having two resumes:
● “Pretty” formatted
● “Deconstructed” Arial 12 

point font

18
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Future Forward Position - “Pretty” Resume 
40



“Deconstructed” Resume 
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There are many ways to optimize your resume

Include your Social Media
• Add your Twitter handle and, 

especially your customized LinkedIn 
URL, so recruiters, HR, and hiring 
managers can learn more about you

• Use of social media shows you are 
current and relevant with 
technology

@aroundclockexec @GreatCareersPHL
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Article that initiated the book chapter:
https://www.td.org/insights/how-to-avoid-the-online-application-black-hole & an updated version
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https://www.td.org/insights/how-to-avoid-the-online-application-black-hole
http://bit.ly/ATSBlackHole


Chapter 8 of 
this book will 
provide you 
with info on 
the ATS and 

more!
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https://www.td.org/books/find-your-fit


WordArt
(formerly Tagul)

Great tool to make a custom 
word cloud banner or use for 

keyword analysis.
“How to”instructions on blog

(Williams, 2015)
https://youtu.be/tte8Z6PlMp8
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Wordart.com

https://greatcareersphl.org/2020/03/19/how-to-make-a-word-cloud-for-linkedin/
https://youtu.be/tte8Z6PlMp8
https://youtu.be/tte8Z6PlMp8
https://youtu.be/tte8Z6PlMp8
https://youtu.be/tte8Z6PlMp8
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Live Demo Headline & Keywords

https://youtu.be/tte8Z6PlMp8
https://youtu.be/tte8Z6PlMp8


Lynne’s Upcoming Schedule 
Register at https://greatcareersphl.org/events or on links at http://bit.ly/CareerEdEvents
Membership to attend any $5 workshops for FREE for an entire year! $49 to $59 a year ($4 to $5 a month)

• 2021 LinkedIn workshops will be every 3rd Sat of the month 10 AM - 1 PM so 

register at ccls.org

• March 1st How to Develop Successful Job Search Strategies (1000Hires)

• March 9th LinkedIn Strategies (Princeton Adult School) 

• March 11th How to Create Snazzy Graphics for LinkedIn & Social Media (SCORE)

• March 11th Beating the Applicant Tracking System (FENG NYC)

• March 29th Strategic Research-based Approaches to LinkedIn (NYC Public Library)

• March 31st How to Develop Success Job Search Strategies

• April 9th Strategic Research-based Approaches to LinkedIn (PSG of Mercer County)

• April 21st Beating the Applicant Tracking System (Bergen FENG)
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https://greatcareersphl.org/events
http://bit.ly/CareerEdEvents
https://greatcareersphl.org/membership
https://ccls.libcal.com/calendar/ChesterCountyLibrary/?t=g&q=Linkedin&cid=12583&cal=12583&inc=0
https://www.runtheworld.today/app/invitation/18630?utm_source=linkedin
https://www.ssreg.com/princeton/classes/classes.asp?catID=5786&pcatID=5785
http://events.r20.constantcontact.com/register/event?llr=ekds7zcab&oeidk=a07ehka05p63d6c36ee
https://legacy.thefeng.org/chapters/announcement.php?ChapterID=28
https://www.nypl.org/events/programs/2021/03/29/strategic-research-based-approaches-linkedin
http://www.psgmc.org/
https://www.psgofmercercounty.org/p/event-calendar.html
https://www.thefeng.org/meeting/bergen-chapter-meeting/13690


Follow our 
Social Media!
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@GreatCareersPHL | #greatcareersphl

director@greatcareersphl.org

lynne@aroundtheclockexecs.com

www.linkedin.com/in/lynnewilliams 

610-405-9756 

Book a 15 min call with me

Speaking Topics

Lynne M. Williams, Ed.D. Candidate 
I help you uncover your keywords to beat the bots for 
resumes and LinkedIn - unemployed, self-employed, or 

employed. My process is collaborative.

Clubhouse @lynnewilliams

Let’s Connect!

https://www.pinterest.com/GreatCareersPHL/
https://www.linkedin.com/in/lynnewilliams
https://twitter.com/greatcareersphl
https://www.facebook.com/greatcareersphl/
mailto:director@greatcareersphl.org
mailto:lynne@aroundtheclockexecs.com
http://www.linkedin.com/in/lynnewilliams
https://calendly.com/lynnewilliams
http://bit.ly/CareerTopics
https://www.linkedin.com/groups/3003229/
https://www.linkedin.com/company/philadelphia-area-great-careers-group/
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Upcoming events: https://greatcareersphl.org/events & http://bit.ly/CareerEdEvents 

Over 6800 Members & Alumni: https://www.meetup.com/Philadelphia-Area-Great-Careers-Group

Membership: https://greatcareersphl.org/membership (An investment of only $4 to $5 a month for your career)

Philadelphia Area Great Careers 
Group & Business Executives 

Networking Group (BENG) 
Merger occurred May 1, 2020

To access this deck: 
http://bit.ly/BeatingATS

https://greatcareersphl.org/events
http://bit.ly/CareerEdEvents
https://www.meetup.com/Philadelphia-Area-Great-Careers-Group/
https://greatcareersphl.org/membership
http://bit.ly/BeatingATS

