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Create a private profile in minutes
Tell employers about your line of work, and list a few of  your top skills.  

We only ask for the bare minimum info to  get employers interested in  

you. All profiles are anonymous,  and they are quick and easy to set up.

Tell us what kind of job you’d love to have
How much would you like to make? Where would you love to  move to?  

What skills would you enjoy learning? What type of  work environment  

would make you happier? List your private  requirements for changing jobs.

Receive emails with jobs you care about
Looking for that better job is hard work. Now you don’t have  to, because  

Recruiter is looking for you. We do a full scan of  the web every day, and  

email you just the jobs that you would  be interested in. That’s convenience!

You’ll love working with this Recruiter. With Recruiter, you are more 

than just a resume  in a pile.  

Recruiter is a trusted brand  

that engages its members.  

Think of us  as your very 

own career agent.

LEARN MORE NOW
www.recruiter.com
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Let’s all agree on something - finding a job is hard 

work. Although the economy is slowly recovering, 

competition is still fierce, and hiring managers often 

receive hundreds of applications for a single position. 

Your resume is an employers first look and initial  

impression of you as an individual and professional,  

so you want to make sure that you can clearly and 

quickly communicate your value to them. 

There have been endless opinions on whether  

resumes should include certain sections, be limited  

to a specific length or even include graphics or  

photos. But when it comes down to it, there are  

three extremely important standards that your 

resume must follow in order for it to be not only 

readable but also memorable for its reader.

 

With the expert opinions of industry recruiters and 

our own experience working with resumes and  

candidates, we have found the top three secrets  

that you need for resume success. No matter what  

position you are applying for or what level of  

experience you have, these tips will allow you to 

represent yourself accurately and efficiently so that 

you can advance within your career and score that 

next interview. There is a very small window that you 

have to make yourself come alive in the eyes of an 

employer, so it’s time to cut the fluff and stick to the 

essentials on your resume.
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Keep It Simple

There’s a lot of conflicting advice out there about resumes. Some experts say  

an objective is necessary, while others urge job seekers to ditch it in favor of a  

summary. Debate rages on about the relative merits of functional and  

chronological formats. Experts can’t even agree on whether it should be  

one page or two!

It’s easy to get bogged down in the details and lose sight of your resume’s  

actual purpose: to clearly and quickly communicate your value to a  

potential employer. That’s a tall order, especially in such a small space,  

so focus on keeping your resume simple by making it easy to scan, up  

to date and uncluttered.

On average, hiring managers will spend less than 10 seconds 

looking at your resume. Luckily, there are several ways you can 

make your resume easier to scan. Career advisor Mark Cenedella 

recommends “narrowing your career goal, condensing your  

opening summary, editing your work experience, consolidating your  

education, being choosy about your skills and streamlining your ‘What  

can you do for me?’ employer appeal.”

based on “3 Easy Ways To Simplify Your Resume” by Allison VanNest
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Balance text with white space and use bullet points 

instead of long sentences to create a page that’s easy 

to read quickly, and concentrate your most relevant 

information at the top, bottom, and left margin of the 

page. Those are the areas that 

receive the most attention, 

according to eye-tracking data 

compiled by TheLadders. Also, 

it should go without saying, but 

clip art, fancy fonts, headshots, 

and other folderol have no 

place on your resume.

When it comes to keeping  

your resume up to date, it’s 

important to regularly update your resume with  

new work experience, accomplishments, and skills, 

it’s equally vital to remove outdated or irrelevant  

information. Diane Zambruski of Resume Edge  

advises job seekers to limit work history to the past  

15 years. “If you’re in Information Technology, stop  

at 10 years as the field changes so rapidly,” says  

Zambruski. “Not only will a hiring manager not read 

information that goes back 

decades, that data will invite 

age discrimination.”

A good habit to get into, even 

if you’re not actively looking 

for a new job, is to update 

your resume every time you 

have something noteworthy 

to report. Chairing a  

committee, winning an  

award, or hitting a sales or productivity milestone are 

all excellent additions to your resume—but if  

you don’t get the details down promptly, you’ll likely 

have forgotten them in six months’ time.
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Keep It Spell-Checked

Does it really matter if a candidate has a typo or  

a grammar mistake on their resume? Truth is…it 

does. Job seekers are looking for employment,  

and in order to get any job, 

they have to impress the 

recruiter and/or hiring  

manager first. 

Now, if they met with these 

people in person first,  

maybe it wouldn’t be a 

problem. However, most 

job seekers don’t meet their 

potential employers in person first; they meet them 

on paper: 90 percent of top companies use an  

applicant tracking system to find their candidates. 

This is why grammar issues on a resume cause a 

problem. Poorly edited resumes translate as poor 

communication skills, inattention to detail, and a  

lackluster desire for the job in the first place.

Unfortunately, many new  

job seekers lack a proper  

education in written  

communication. Gen-X  

and gen-Y candidates are  

all too familiar with texting 

shorthand, which hinders  

their ability to communicate 

professionally. This is a  

common belief among employers, although some 

hiring professionals feel that inadequate higher  

education is to blame for the lack of effective  

communication skills. The American Association of 

based on “Can You Look Past a Candidate’s Poor Grammar?” by Sarah Duke
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Colleges and Universities noted that more than 75  

percent of employers want more emphasis on five  

key areas, which includes written and oral  

communication skills. 

Garry Cosnett, head of global equity communications  

at T. Rowe Price, says: “It’s amazing, the frequent  

disconnect. These people who all did the very best  

at the best schools, probably since preschool, but  

they really have not developed their writing skills to  

the degree that they would have to to succeed in this  

organization...You can be the smartest person here,  

but if you can’t convince the portfolio managers to  

buy what you’re selling, you won’t be successful.”

Although being “detail oriented” is not currently a  

favorite requirement among hiring professionals, it’s  

still an important attribute to have. Regardless of the 

term’s current worth, a candidate who can’t attend 

to the details in their own resume surely can’t pay  

attention to the minute features of a corporate project — 

at least, that’s the belief that resume mistakes spark. 
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Keep Your Resumé Updated

When was the last time you updated your  

resume? Most people wait until they’re looking for  

a job to brush off their resume. Instead, start  

thinking of your resume as a living document,  

kind of like the U.S. Constitution, that should be  

regularly reviewed and revised.

While the basic information will stay the same—

where you went to college, for example—the  

overall focus may shift as your career unfolds. “After 

each new project, update your resume while details 

are fresh in your mind, and it’s easy to explain what 

you accomplished or learned,” says Lisa Dickter, 

associate director for Career Consultants Carnegie 

Mellon’s Career and Professional Development  

Center. “Whenever you have something to add,  

doit as soon as possible. The point of a resume is  

based on “The State of Your Resumé” by Allison VanNest

citing your accomplishments and giving the  

specifics: what you did, and how you did it.”

Dickter’s advice reflects a growing trend in resumes 

to “show, not tell.” A few years ago, it was more 

common for a resume to begin with an objective 

(e.g., I’m a detailed-oriented, driven professional 

looking for my next challenge) and then list position 

titles and their associated job duties. Now, hiring 

managers are more interested in seeing a summary 

of skills at the top of the page and then an overview 

of your accomplishments and results for each place 

you worked.

If you’ve waited until you need a new resume, many 

of these specifics may have slipped your mind. 

Make a habit of updating the document every time 
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you hit a major milestone on the job; that way you’ll 

always be prepared with an up-to-date resume that 

reflects your best work. You might also want to  

periodically check on resume writing trends to see 

if yours has become the equivalent of shoulder pads 

and mile-wide ties. Using keywords, for example,  

has become increasingly important in the age of  

recruitment software, and you need to have a basic 

understanding of how to include them in your  

resume if you want to get hired.

We live in a connected society where we expect to 

access information in real-time from a variety of  

devices. Unfortunately, that means your carefully  

laid out Microsoft Word document is already a relic  

of the past. If you haven’t already created a web-

ready version of your resume, it’s time to do so.  

Hyperlinking to your portfolio or website has become 

common. Some people even include infographics 

and embedded video files in their digital resume.  
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It’s up to you to decide how many digital bells and 

whistles are appropriate for you, but at the very 

least you should start sending out your resume as 

a PDF, which can be ready on many different  

platforms, instead of a Word document.

 

As recruiters who have 

worked with all kinds of 

candidates in the past, 

we’ve seen many  

resumes that are messy, 

grammatically incorrect or 

just plain out of date.  

Since resumes are the  

easiest and most widely 

accepted method of getting your name and your 

skills in front of employers, it is important that you 

pay close attention to the message you are  

sending through them.

If your resume is cluttered or includes grammatical 

errors, it will be hard for those reading it to avoid 

feeling like you may be an absent-minded or even 

lazy employee. If you fail to update your resume 

on a consistent basis, employers may even believe 

that you have a gap in your employment history. 

Both of these messages could be detrimental  

towards your ability to get hired.

Overall, your resume should 

move with you throughout 

your changing and growing 

career, and it should reflect 

all of the development that 

you have been through as a 

professional. It is a chance 

to show employers how far 

you have come, and what skills you have  

possessed that can be transferred to growth and 

success for their company. Do yourself, your  

resume and your career a favor because all in  

all, your resume is one of the most important  

documents you’ll ever create, so take the time  

to make sure that it’s perfect!
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