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Your Resume Needs Content That...

1. Uses keywords matching what an Applicant Tracking
System (ATS) is looking for

How can you know what keywords an ATS is looking
for? By reading the job description! This document
shows techniques and tools for identifying keywords in
job descriptions.

WAUBONSEE

COMMUNITY COLLEGE



Your Resume Needs Content That...

2. Accurately describes your accomplishments

Using content from job descriptions and O*NET job
summaries ensures you are describing your experience
In an understandable way. It also reduces the content
you have to write from scratch.
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http://www.onetonline.org/

Your Resume Needs Content That...

L f§ 3. Provides unique details (so you stand apart from
- | %: other applicants with similar experiences)

, This topic is covered in Step 3 of 5 Steps to Resume
. © Success.
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https://www.waubonsee.edu/media/6612

Use Job Descriptions to Write Resume
Content

There are 2 types of job descriptions you should use to
write your resume:

1. Job descriptions of your previous roles
* Helps you remember what you did
« Shows industry lingo you should use to describe
your experience

2. Job descriptions of the role(s) you are seeking
« Helps you identify transferable skills
« Shows industry lingo to begin using (when
applicable)
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Read Multiple Job Descriptions

TIP! Read multiple job descriptions for the same type
of role (i.e. sales associate). This shows you how
much or how little keywords can vary among job
descriptions for the same type of position.

You need to match your resume keywords to each job
description you apply for. Reading multiple job
descriptions lets you know how much you may need
to adjust your resume for each application.
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Use the O*NET for Resume Content

O*NET Job Summaries are compiled based on national data and
written like thorough job descriptions. Use them when:

You are finding short job descriptions
You are changing careers
You need help remembering what you did in previous positions

You would like to see a list of transferable Skills, Knowledge, and
Abilities used in past positions
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Characteristics of O*NET Job Summaries
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Let’s Begin!
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1. Find Job Descriptions

Use robust job descriptions—even if they're from far
away locations or a company you are not interested
In.* The goal is to find a job description with plenty of
detail (keywords).

*When updating your resume to apply for a job, the keywords from the

job description take precedence over those found in other sources.
Why? See Step 1 of the & Steps to Resume Success.

Places to search:

« www.indeed.com
 www.waubonseecareernetwork.com
« Company websites
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2. Find O*NET Job Summaries

Occupation Quick Search:

: O:NET OnLine G )

Help Find Occupations Advanced Search Crosswalks Share O*NET Sites

What'’s New?

Build your future
with O*NET OnLine.

‘Welcome to your tool for career exploration
and job analysis!

Start by going to www.onetonline.org

(@] Learn More JO)

Get O*NET nevs by email or RSS.

O*NET Online has detailed descriptions of the
world of work for use by job seekers,
waorkforce development and HR professionals,
students, researchers, and more!

What is O«NET! &

I want to be a...

Start the career you've
dreamed about, or find one
you never imaginad.
Find It Now &

at My Next Move

(OB ATTN: VETERANS

Put your military skills and
experience to work in civilian
life. Learn how at:

MY NEXT Mg fVE GEs)

e Occupation Search
@ Find Occupations o Advanced Search

Keyword or O*NET-SOC Code: |

o Crosswalks

Browse groups of similar
occupations to explore
careers. Choose from industry,
field of work, science area,
and more.

Focus on occupations that use
a specific tool or software.
Explore occupations that need
your skills.

Connect to a wealth of O*NET
data. Enter a code or title from
another classification to find
the related O*NET-50C
occupation.

| Bright Outlook

HO

[Browse by O°NET Data: [ @

[y (o

Hot Technologies are
frequently included in
employer job postings.

Learn More &

FIND THE APPRENTICESHIP THAT'S RIGHT FOR YU LY R [} |
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Presenter
Presentation Notes
Images showing www.onetonline.org – searching by job title, expanding task list , other sections to look at (Knowledge, Skills, Abilities, Work Activities)


Tasks: Identify tasks in the workplace that you have done before. This may include part, but not all of, an O*NET bullet point. Take what applies to you and leave the rest. 

(Knowledge, Skills, Abilities, Work Activities) – For each of these sections, can you think of an example of something you have done that demonstrates this knowledge? A time used this skill or ability? What K/S/A did you use to complete a task from the Task list? Make note of the connection between the task you did and the skills/knowledge/abilities you used to complete the tasks successfully.  You will begin to organize these notes and ideas when you get to the SOAR Method!


http://www.onetonline.org/

uture
JnLine.

areer exploration

lescriptions of the
seekers,
HR professionals,

Occoupation Quick Search:

(c

Share O*NET Sites

What'’s New!

O CZIT ©

Get OFNET news by email or RSS.

| want to be a...

Type your current or most recent job
title in the Occupation Quick Search
bar.
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Images showing www.onetonline.org – searching by job title, expanding task list , other sections to look at (Knowledge, Skills, Abilities, Work Activities)


Tasks: Identify tasks in the workplace that you have done before. This may include part, but not all of, an O*NET bullet point. Take what applies to you and leave the rest. 

(Knowledge, Skills, Abilities, Work Activities) – For each of these sections, can you think of an example of something you have done that demonstrates this knowledge? A time used this skill or ability? What K/S/A did you use to complete a task from the Task list? Make note of the connection between the task you did and the skills/knowledge/abilities you used to complete the tasks successfully.  You will begin to organize these notes and ideas when you get to the SOAR Method!



Dccupation Quick Sed

@ O‘NET OnLine

Help Find Occupations Advanced Search Crosswalks Share

Quick Search for:

» Select occupation titles until you

Showing top 20 occupations for sales associate. Closest matches are shown first.

wvimmmmrs e oo find one that describes the

41-3011.00 Advertising Sales Agents PR . .
41-4011.00 Sales Representatives, Wholesale and Manufacturing, Technical and Scientific Products # Green pOS Itl O n yo u a re th I n kl n g Of.
43-5081.01 Stock Clerks. Sales Floor

41-3099.00 Sales Representatives, Services, All Other
43-5081.04 Order Fillers. Wholesale and Retail Sales

« Can'tfind it? Try another job title

41-4011.07 Solar Sales Representatives and Assessors &
41-3031.02 Sales Agents. Financial Senvices O r Sea rCh m eth Od
41-3021.00 Insurance Sales Agents -
41-2031.00 Retail Salespersons

41-3099.01 Energy Brokers © &
41-9021.00 Real Estate Brokers

oot oo+ » Repeat the process for different

positions you have held

53-6031.00 Automotive and Watercraft Service Attendants

31-9095.00 Pharmacy Aides
43-4151.00 Order Clerks

43-5051.00 Postal Senice Clerks
43-9041.01 Insurance Claims Clerks

Occupations 1-20 of 506 shown. Show all occupations
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Images showing www.onetonline.org – searching by job title, expanding task list , other sections to look at (Knowledge, Skills, Abilities, Work Activities)


Tasks: Identify tasks in the workplace that you have done before. This may include part, but not all of, an O*NET bullet point. Take what applies to you and leave the rest. 

(Knowledge, Skills, Abilities, Work Activities) – For each of these sections, can you think of an example of something you have done that demonstrates this knowledge? A time used this skill or ability? What K/S/A did you use to complete a task from the Task list? Make note of the connection between the task you did and the skills/knowledge/abilities you used to complete the tasks successfully.  You will begin to organize these notes and ideas when you get to the SOAR Method!



3. Analyze Job Descriptions/O*NET for Keywords

Once you have chosen job descriptions that relate to past or future roles,
it's time to analyze them.

Use a combination of 3 methods:
1. Paper & Highlighter
 When you are first reading the job description/O*NET

2. TagCrowd.com
*  When you want to see which keywords are repeated

3. Jobscan.co (not .com)
When you have a completed resume draft to compare against job descriptions
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Paper & Highlighter

Print a copy of the job description and
highlight verbs or phrases that:

 the job description notes are particularly
important

* appear multiple times

» describe your experience
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Paper & Highlighter (cont.)

Occupation Quick Search:

@ O-NET OnLine

Help  Find Occupations  Advanced Search  Crosswalks Share  ONET Sites

On an O*NET Job Summary, click on the
Summary Report for: e “+” to read all tasks.

Sell merchandise, such as fumiture. motor vehicles, appliances. of appare! to consumers

Sample of reported j ar Salesman, Clerk. Customer Assistant, Retail Salesperson, Sales Associate, Sales Clerk, Sales Consultant, Sales Person,
Sales Representaj

Details Custom

Used | Knowledge | Siills | At | Work A
Ocoupations | Wages & Employment | Job Openings

— » Highlight portions of the Tasks that
g Favormor, s, st it o s e oo ot e s i d esc rl b e yo ur ex p e I’I ence

5o 24 displayed’

Compute sales prices, total purchases, and receive and process cash or credit payment.
Prepare merchandise for purchase of rental.

Answer questions regarding the store and its merchandise
bssitoton

Technology Skills

Sof19displayed  Show 21 tools used

- L} -
S PSS e Later vou will add uniqgue details
Electronic mail software — IBM Notes ¥ ; Microsoft Outlook #%

Graphics or photo imaging software — Adobe Systems Adobe Creative Cloud ¥ ; Adobe Systems Adobe Fireworks; Adobe Systems Adobe
Photoshop

L)

o

Operating system software — Apple macOS W ; Handheld computer device software ¥ ; Microsoft Windows ¥%

Point of sale POS software — iQmetrix RQ4 Retail Management System; Plexis Software Plexis POS; The General Store; TokenWorks Magnetic Card
Reader

o

Y jict Technalogy — s tecmslogy requirement requantly inclused in emplayer b postings

WAUBONSEE

COMMUNITY COLLEGE



Presenter
Presentation Notes
(Knowledge, Skills, Abilities, Work Activities) – For each of these sections, can you think of an example of something you have done that demonstrates this knowledge? A time used this skill or ability? What K/S/A did you use to complete a task from the Task list? Make note of the connection between the task you did and the skills/knowledge/abilities you used to complete the tasks successfully.  You will begin to organize these notes and ideas when you get to the SOAR Method!



Knowledge

5 of € displayed

Sales and Marketing — Knowledge of principles and metheds for showing, prometing, and selling products or senices. This includes marketing strategy

(]
and tactics, product demonstration, sales techniques, and sales control systems.
© Customer and Personal Service — Knowledge of principles and processes for providing customer an[Ne Title] )l senvices. This includes customer needs
assessment, meeting quality standards for senices, and evaluation of customer satisfaction.
© English Language — Knowledge of the structure and content of the English language including the meaning and spelling of words, rules of composition,
and grammar.
© Admini: ion and M — Knowledge of business and management principles involved in strategic planning, resource allocation, human
resources modeling, leadership technique, production methods, and coordination of people and resources.
© Mathematics — Knowledge of arithmetic, algebra, geometry, calculus, statistics, and their applications.
bastto top
Skills
5 of 13 displayed
© Persuasion — Persuading others to change their minds or behavior
© Active Listening — Giving full attention to what other peaple are saying, taking time to understand the paints being made, asking questions as
appropriate, and not interrupting at inappropriate times_
© Service Orientation — Actively looking for ways to help people
© Speaking — Talking ta others to convey information effectively.
© Negotiation — Bringing others together and trying to reconcile differences.
badkto top
Abilities
5 of 9 displayed
© Oral Expression — The ability to communicate information and ideas in speaking so others will understand.
© Oral Comprehension — The ability to listen to and understand information and ideas presented through spoken words and sentences
© Speech Clarity — The ability to speak clearly so others can understand you.
© Speech Recognition — The ability to identify and understand the speach of another person.
© Problem Sensitivity — The ability to tell when something is wrong or is likely ta go wrong. It does not involve sohing the problem, only recognizing there

is a problem

Paper & Highlighter (cont.)

Scroll down to the Knowledge, Skills, and
Abilities sections. These highlight key
competencies used in the occupation.

« Compare the Knowledge, Skills, and Abilities
used in your past positions to the ones in the
position you are applying for. What appears on
both job summaries?
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Presentation Notes
(Knowledge, Skills, Abilities, Work Activities) – For each of these sections, can you think of an example of something you have done that demonstrates this knowledge? A time used this skill or ability? What K/S/A did you use to complete a task from the Task list? Make note of the connection between the task you did and the skills/knowledge/abilities you used to complete the tasks successfully.  



TagCrovvd

Start Over ew Contact Commercial Use

Choose your text source:

Paste Text Web Page URL Upload File

Paste text to be visualized:

TagCrowd.com

Paste job description into textbox on
www.tagcrowd.com and click “Visualize!”

Visualize!
Words that appear larger are used more

Options: . ) o
frequently in the job description
Language of text: English A
|gnore commen words in this language
Maximum number of wards to show? 50
15 00 i= a good range
Mlmmum frequency? 1
Don't requent words
Shnw frequenmes? @ no
Show word count next to -

Group similar words? (English anly)
eg: kearn, earned, .E!t"’i"g -* earm
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http://www.tagcrowd.com/

I ag Cl OWd Create your oon WO cloud frem any text w visualize word frequency.
Start Over Help News Contact Commercial Use
p 50 of 127 i

ab]l]ty absence accounts aid area assigned aSSiStS

-

associate balancing bOO O business  buyer
cashw’eringCommunitycoveragecision TagCI'OWd.COm (Cont,)
duties experience financial floor funetions general

inClUding inventory  lead limited making .
manager merchandise needs orders oversees Pay attention to the context of the keywordS

performs position preferredprovides+eceivable related in the Origina| JOb description.
reports required Saleﬂls special staff
storestudentswork

Example:

« Even though TagCrowd lists “customer” and
“service” separately, the job description lists
them together, so an ATS is probably looking
for the phrase “customer service.”
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- éjobscqn WHAT IS JOBSCAN RESOURCES ~  UNIVERSITIES | 0G IN

BO@OST YOUR INTERVIEW CHANCES.

Optimize your resumejand LinkedIn profile for yournext jOb - trusted by half a@ million job seekers.

Jobscan.co

Start by going to www.jobscan.co

GET PAST RESUME ROBOTS

Ninety percent of large companies use Applicant Tracking Systems to search for qualified
candidates from large applicant pools. These systems help employers by analyzing resumes

L
and CVs, surfacing candidates that best match the position and filtering out those who don't. [
We have researched the top systems used by thousands of companies. and built our
algorithm based on the common patterns among them
; text box
p L
@@ )
LET'S GET STARTED
L ] L ] L L L
Paste the text of your resume in the left box below. Then. paste the text of the job ()
description in the right box. Don't have a resume and job description on hand?
TRY SAMPLE RESUME AND JOB
box.

STEP 1: PASTE or UPLOAD RESUME STEP 2: PASTE JOB DESCRIPTION

Need help? Email us!
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http://www.jobscan.co/

P
5 Jobscan

THIS IS A SAMPLE REPORT (not actual user data)

Bl SCAN REPORT RESUME COVER LETTER
Resume
i MATCH RATE

Soft Skills #Guide Me

Other Keywords » S ATS FINDINGS
Add more missing skills (indicated by X ) into your .
| 1
Coverlader resume to increase your match rate to 80% or above. i RISEID
Recommended jobs [>] [ ] (]

RECRUITER FINDINGS
Vo — Azrs
0 SCAN OPTIONS

SKILLS MATCH
vios Rs/e

el .- Hit “Scan” and review your results.

Bl SCAN REPORT

N

COVER LETTER CHECKS
vars E—— %175

| Resume

rd Skills
Soft Skills

Other Keywords

o e  What content from the Hard Skills, Soft

You are missing 2 important high-value skills on your resume.

L] L
For example, customer experience appears on the job description 3 times and is not on your resume.
SKILLS AND KEYWORDS © - Xy, sty i 12 ot i Skl”S and Otl ier Keywords sections are
Review your missing skills below.
L] L] ?
B MISSIt Ig .
UPDATE RESUME & RESCAN

EDUCATION MATCH @ v This job doesn't specify a preferred degree.

B SCAN OPTIONS

v We found the work experience section in your resume.

SECTION; HEADINGS: @) v We found the education section in your resume.
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4. What to do with the Keywords

Begin thinking about which keywords and phrases from the job descriptions
and O*NET Job Summaries can be used to describe your experiences. Are
any of the keywords synonyms to content already on your resume?

Note which Knowledge, Skills, and Abilities you use(d) to accomplish tasks:
«  What did you do that demonstrates the Knowledge listed?

« During what task did you use a listed Skill or Ability?

Next, you will begin to organize these notes and ideas using Step 3: A
Handy Bullet Formula.
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NACE Career Readiness Competencies

Congratulations! During the Power Up Your Resume Content 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

WAUBONSEE
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Presenter
Presentation Notes
What other competencies are employers looking for?  Take a look at the NACE Competencies and see how they align with the College Learning Outcomes you are achieving in each course you successfully complete at Waubonsee. 
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