
Introduction to Resume

Your resume is often your first impression with potential
employers, so it’s essential to make it count. A well-crafted
resume highlights your skills, experiences, and
achievements, showing why you’re the right fit for the job.
Follow these tips to create a resume that stands out and
increases your chances of landing that interview.
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Dos for a Resume

Tailor your resume: Customize your resume to match
the job description and highlight relevant skills and
experiences.

Keep it concise: Limit your resume to 1-2 pages,
focusing on the most important and recent
experiences.

Use clear formatting: Choose a clean, professional
design with readable fonts and consistent spacing.

Start with a strong summary: Write a compelling
career summary or objective at the top of your
resume

Highlight achievements: Use action verbs and
quantify accomplishments to showcase your impact.

L E T I Z I A ' S  D O ’ S
O N  A  R E S U M E    

All content within this resource, including but not limited to text, images, and materials, is the
property of Letizia’s Training & Development. Reproduction or distribution without explicit

permission is prohibited.



All content within this resource, including but not limited to text, images, and materials, is the
property of Letizia’s Training & Development. Reproduction or distribution without explicit

permission is prohibited.

L E T I Z I A ' S  D O ’ S
O N  A  R E S U M E    

Dos for a Resume

List skills: Include a skills section relevant to the job,
such as technical abilities or soft skills.

Use bullet points: Make information easy to scan by
using bullet points for responsibilities and
achievements.

Proofread: Double-check for spelling, grammar, or
formatting errors before submitting your resume.

Include keywords: Incorporate keywords from the job
description to pass Applicant Tracking Systems
(ATS).

Update regularly: Keep your resume current with new
skills, certifications, and experiences.



An Applicant Tracking System (ATS) is software used by
many employers to scan resumes for keywords that match
the job description. It helps filter out resumes, so only those
that meet specific criteria make it to the hiring manager.
Understanding how to work with ATS can improve your
chances of getting noticed and landing an interview.

I N T R O D U C T I O N  T O
A T S  ( A P P L I C A N T

T R A C K I N G  S Y S T E M )
A N D  H O W  T O  B E A T  I T

Tips to Beat ATS and Get Your Resume Noticed

Use Keywords from the Job Description

Scan the job ad for key terms related to skills,
qualifications, and job duties. Incorporate these exact
words into your resume to match the ATS scan.

Use Standard Job Titles

Avoid creative titles that may confuse the ATS. Stick with
common job titles (e.g., “Sales Associate” instead of
“Retail Guru”).
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Stick to Simple Formatting

ATS software struggles with complex formatting. Use a
clean, straightforward layout with standard fonts (e.g.,
Arial, Calibri) and avoid fancy graphics or tables.

Include a Skills Section

Include a separate skills section where you list important
skills related to the job. This makes it easy for the ATS to
pick up on keywords.

Avoid Images or Logos

ATS can't read images, so leave out logos, pictures, or text
inside graphics. Stick to text-based content to ensure
everything is scanned properly.
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