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Why You Apply for Jobs and
Never Hear Back

Many applications are never seen by an actual person
because:

 an Applicant Tracking System (ATS) determined the
resume did not match the criteria (keywords)

Or maybe the keywords were there, but . . .

* resume formatting features blocked the ATS’s ability to
“see” the keywords
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And Why Do Companies Use Them?
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What You Submit

YOur NAME HERE
Address Gity, I 715 chdela 222-333-4444 o

com » www.linkedi

OBJECTIVE
Graduate Nurse with 5 sound understanding of advanced h
skills, seeking

lized-ur|

as well
'8 entry level position, Well versed in the
interventiop,

EDUCATION
Associate in Applied Science, Registered

Nurse
Waubonsee Community College, Aurora, IL
GPA:3.8/4.0

Certificate ofAchlevlmeﬂl. Basic Nurse Assistant
Waubonsee Community College, Aurora, |L
GPA:3.8/4.0

LANGUAGE:

!
SPanish, conversational written ang Verbal skills i
CLINICAL EXPERIENCE
Irgical, Rush- , Aurora, IL - 192 Hours
Long-Term Care, Jennir Inc., Aurora, IL~96 Hours

ren’s Hospital, Hoffman Estates, IL=72 Hours d

Pediatrics, Rush Childy
Labor & Delivery, Presence Mercy Medical Center, Aurora, IL - 72 Hours

PROFESSIONAL EXPERIENCE
irora, IL.

AURORA VETERANS OUTPATIENT CLINIC, Aug
Certified Nursing Assistant

Displayed strong clinical skils i assessi
Adhered to all patient safety guidelings
Ensured accurate and timely flow of information by maintaining thorough patient records a
healthcare team on their Patient’s status. §

Complied with HippA standards in aj|

"8 Vital Signs and performing la draws ang glucose

Il patient documentation and interactions,
COMMUNITY EXPERIENCE

FAMILY MEDICINE SUGAR GROVE, Sugar Grove, I

Volunteer, Flu Shot Clinic

*  Screened patients for health conditions or aller

Patient care
delivery of patient care through assessment, planni
" and evaluation,

ng,

May 2018

May 2016

July 2016 - Present

checks.

nd updating the

September 2017

Most recent job title
Most recent company

What Employers See
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Aers Charsr Sohsnl

Adrmarsirabor (2.3 !'E-\.F!:I .
:::::: MarsgarRanspionml [ 0 years)
Enscalive Assetand (08 yoars)

Jobin Doe
90 EITID
[ =] US Aushorized

New York. WY

Seerretary 1 )
E‘.r"f\-' Life Carecn Traatmrart i

Secrealty I {20 poars)
Dlocarment Anatyst {1 1-,-nm-|.

e Adsmstacd (0 4 yioars)
il:ﬁ:::ﬁ'i‘ Assrgrart I (0.6 yean)

Bob Johnson
LE B adminmstrative Assitant
(5] US Awthoroed

M Yok MY

Adrmrisiraive Assodar
Compary. Ine

Crffeco Auszebaril' Admrwst sirv
Assrs bt Hecephionad (1.1 years)
G [ (0 ?'.-r.\v.n:
.l.a::n.hum It (0.5 yoars)

Bies that would excluge the Patient from receiving the vaeine.
Administered approximately 45 vaceines o patients ranging from g MONths t0.85 years of zge,

Educated all patients of normat ang possible adverse side effecs, instructing each inyigaf o
should an adverse reaction oceyy.

Provided each patient 5

f proper actions
<

ity
Inchurie

5=

P of their vaccination recorg,

aprrmenil, Bucpeting
Cabsrictar Maradperesdd Shos
A b At

LICENSURE AND CERTIFICA“O“S
Certified Nursing Assistant — Illinois
Registered Nyrse — Illinois

5
Ca'mrider Marsgemed W
CCalerwinr Ble

June 2016 - present
July 2018 ~ present
January 2018
TECHNICAL siLLs
Proficient in EPIC Systems Softyare

BLS for Healthcare. Professionals - The American Red Cross.
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Your Resume’s Journey

Your
Resume

Employer ATS Dashboard
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What Employers See

Compare Candidates Prinl

. - Candidate Margaret Smith Jehn Doe Bob Johnson
Assigns each candidate a T office Administrator LT secretary CER Acministrative Assistant
st US Authorized uEi=) US Authorized b=l US Authorized

1-10 score—»

Remove

Edgewadtar, MJ Mew York, WY Hew York, NY

Most recent job title Office dudrninistranor Secretary (1 Adminisirafee Assistant

Most recent company Acme Charar Schoal Baltar Life Cancar Treatmanl Cenlar Coampainy. Inc

Ad d5 vea rs ﬂf Experience Diffice Administrater (2.3 years) Secraalry [l (2.0 years) Office Assistant S dminisiralive
Office ManagerReceptionist (2.0 years) Decument Analtyst (1.1 years) AssislantFecaptionst (1.1 years)
H > Execulive Assisiant (0.6 years) Exacultve Azsistant (0.4 years) Colege Interm (0.2 years)
ex perl ence bv mo nt h Administrateee Assistant [l (0.6 years} Administratwe Intam (0.8 yoars)
Seeks keyword matches —— — Include inchude:

Calendar Maragamant, Microsof Calandar Managermenl, Budgeling, Cakerdar Management, Microsofi

of relevant skills—

FIECE . E
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Most recent jiob tithe
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Employer View of ATS Dashboard
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AssbalFecaphonat (31 years)
Godogn Intem (0.2 yoams)
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ik
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Employers may
initially see some
of your resume in
condensed
column format.
NOT the actual
resume as you
submitted it

Your resume has
the potential to
be viewed if an
employer sees a
high score on the
ATS dashboard
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Networking: Another Way Through

Networking is an often overlooked way to
encourage a person to find your resume in an
Applicant Tracking System.

Always try to make a connection with the hiring
manager at the company--in person, by phone, or
by email. If they know you are applying, they may
look for your application.
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How to Format Your Resume for
ATS Readability

Do NOT use templates from Google, Word, etc.

AVOID
 Textboxes

Tables

Multiple columns

Images

Content in header/footer fields

USE
« Sample resumes on www.waubonsee.edu/careerdevelopment
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http://www.waubonsee.edu/careerdevelopment

Keep Formatting Simple

There are hundreds Applicant Tracking Systems software brands
and multiple versions.

You want the ATS to “see” your content/keywords, but some ATS
software cannot properly “see” content inside formatting features
such as text boxes and tables. If an ATS encounters code it
doesn’t understand, it may just go around!

When you use simple formatting, you increase the odds that an
ATS will be able to “see” the content you worked hard to write.
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Job Descriptions Contain
Keywords

You can find the keywords you need to get past an ATS
in the job description.

Now that you understand how ATS work, continue to
Step 2: Power Up Your Resume Content to begin the
process of identifying and using keywords
appropriately.
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https://www.waubonsee.edu/media/6610

NACE Career Readiness Competencies

Congratulations! During the Getting Past an Applicant Tracking System process you have strengthened the bolded
competencies:

Oral/Written Communications
Global/Intercultural Fluency
Digital Technology
Critical Thinking/Problem Solving
Career Management
Teamwork/Collaboration
Leadership
Professionalism/Work Ethic
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