
 

 

Powerful & “Unselfish” 
Branding Statement 

Results - Focused
Summary Section 

This includes keywords,
which are important for

ranking in Applicant
Tracking Systems and job

boards. 

Major & Relevant 
Strengths  

Follow each strength up 
with proof. 

Subheadings
Draw readers’ eyes to

your key hard skills.

Measurable 
Accomplishments

Give your bullets context by
describing the challenge

you overcame. Use either
percentages or before-and-

after statements to show
the positive changes you

have created.

Skills Section
Easy-to-edit skills table

makes tailoring
resumes for different job

listings effortless.

In your resume, do not…

RESUME CHEAT SHEET
Quick tweaks to increase your interview rate
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Jandeo

• Use vague self-descriptors like “problem-solver.”

• Lie.

• Be redundant. 

• Use a “self-centered” objective. 

• Write large blocks of text or long, convoluted sentences. 

• Make grammatical mistakes.

• Cut off your earlier career experience.

• Use graphs, multiple fonts, tables, columns, or the header section of Microsoft Word unless you’re 100% certain     

your resume will not be uploaded to an Applicant Tracking System.

• Write your career objective.

• Forget to bring a couple copies of your resume with you to interviews. 

www.zarantech.com


