
BOOST YOUR RESUME IN 4 
EASY STEPS

Be Specific: Outdated, generic resumes that have 

not been customized or show any personality seem 

rushed and thoughtless-tailor your resume to 

match the job you want !

Focus: Clarifying your message and Unique Selling 

Proposition-show how you brought value or 

created a new product or saved the company but 

ensure it's relevant to the position you are seeking.

Be Assertive: Leaders are assertive and take 

chances. Hiring managers want to see what your 

strengths are and how you deal with weaknesses. 

Do not use a passive voice-instead of saying there 

were several opportunities for growth, say : I 

spearheaded a campaign that increased customer 

sign ups by 15% in one month.

Consistency: Keep your font and style consistent 

and updated. Research current resume trends and 

use space wisely so that your future employer can 

skim through and read important points easily. Use 

bullet points and subheadings and use fonts in 

similar family.

Even if your resume is weak, 

your cover letter can help secure 

the job. Use the cover letter to 

stand out, introduce yourself, 

show why you are the best fit 

and explain things in your 

resume or experience that 

doesn't fit on the resume.

CHEAT SHEET

HIRING MANAGERS LIKE RESUMES THAT 
ARE SPECIFIC,  FOCUSED,  ASSERTIVE AND 

CONSISTENT

PRO TIP

RESOURCES-Here are a few resources you 

will find handy. 

Free Resume builder: 

https://www.resume.com/ 

Sample Resumes and Great Tips: 

http://bit.ly/2AqryFp 

Interview Question and Answers :  

http://muse.cm/1hLMaHT 

http://createlaunchonlinebusiness.com/

http://muse.cm/1hLMaHT


BOOST YOUR RESUME IN 4 
EASY STEPS-2

Personal Information: Name, email, phone 

number and LinkedIn profile link-skip the rest. 

Include a Professional Title and 

Summary :Right under your personal information 

be sure to outline the role you are seeking and why 

you are the ideal choice.

Include Job Posting Keywords : Some employers 

use resume scanners to look for keywords. Ensure 

your resume incorporates them naturally. 

Try https://www.jobscan.co/ to see how your resume 

measures up against your ideal job.

Relevant Accomplishments/ Achievements : Do 

not be modest, highlight why you are a top tier 

employee  and show your strengths.

Your Story :  Skip the subjects taken in college, 

show them throughout your resume how interesting, 

efficient and effective you are at problem solving. 

Include the time you lead the team through an 

electrical crisis and still closed the difficult client 

while your boss was hospitalized -just make sure 

your stories are true :)

Results : Recruiters like facts and numbers to help 

determine if you will be an asset. Were you able to 

manage a team of 50 employees while the company 

downsized? Did you bring in 20%  extra revenue 

while acting as an interim manager? Tell them.

Search through job descriptions 

matching the job you seek and word 

your resume with the keywords 

employers use. Search Indeed.ca or 

Monster.com  for  desired job, read 

through employer descriptions and 

what they are looking for and word 

your experiences to match-just 

ensure you are being truthful.

CHEAT SHEET

IT  TAKES SIX SECONDS FOR A RECRUITER 
TO DECIDE WHETHER TO READ OR TOSS 

YOUR RESUME.

PRO TIP

Resume Design Tools  & Tips  
 http://muse.cm/1RX9Wla 
Resume Templates: 
http://bit.ly/2mFPkYz 
Sample Resumes & Cover letters 
http://bit.ly/2zQttHd 

Resume Checklist & Rules  to Follow 
http://muse.cm/29YDDFf 

Be Sure to Include:

http://createlaunchonlinebusiness.com/

https://www.jobscan.co/
http://muse.cm/1RX9Wla

