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Ready Your Resume: 
Tips for Making a 
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+ Reframe the way you think about resumes

+ Understand how employers review resumes

+ Discover tools and resources available

Learning 
objectives

The information presented in this webinar is provided as a courtesy, and any views and opinions expressed 
do not necessarily reflect the official policy or position of Indeed. It does not represent a forecast, prediction, 
or other indication of future market or economic performance, and should not be relied upon for such 
purposes. Indeed is not a career or legal advisor and does not guarantee job interviews or offers.



Reframe the way you 
think about resumes



Think like a business owner.



Questions your resume must answer

Who are you?

Summary/Headline

01
How can you help me or 

solve my problem(s)?

Work history, skills

02
Why should I trust you?

Experience, education, 
certifications

03



01
Who are you?



+ Get noticed faster
+ Highlight your key skills 

and experience earlier
+ Capture keywords

Start with your 
summary



02
How can you help me 
or solve my problem(s)?



Use your work experience section to 
provide a brief history of your ability to 
help and make an impact.

You’ve solved 
problems before



+ Call attention to important 
achievements

+ Use numbers to measure 
your impact

+ Use active language
+ Use keywords from job 

postings

Work experience



Highlight the 
benefits of 
your work

Answered phone calls from customers
Answered phone calls and provided excellent 
customer service to improve customer satisfaction.

Organized inventory
Organized and reviewed inventory to ensure efficient 
ordering, accurate reporting, and lean spending.

Audited reports
Audited reports to resolve discrepancies, improve 
accuracy, and increase compliance with regulatory 
requirements.
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Include 
measurable 
impact if 
possible

Answered phone calls from customers
Answered phone calls and provided excellent 
customer service to improve customer satisfaction.
Answered 100 calls per day and provided excellent 
customer service, helping increase customer 
satisfaction scores from 78% to 89%.



Include 
measurable 
impact if 
possible

Organized inventory
Organized and reviewed inventory to ensure efficient 
ordering, accurate reporting, and lean spending.
Organized and reviewed inventory valued at $2M to 
ensure efficient ordering, accurate reporting 
(reduced errors by 25%), and lean spending (saved 
~$20,000 annually).



Include 
measurable 
impact if 
possible

Audited reports
Audited reports to resolve discrepancies, improve 
accuracy, and increase compliance with regulatory 
requirements.
Audited reports to resolve discrepancies, improve 
accuracy by 18%, and increase compliance with 
regulatory requirements (avoided $15,000 in 
penalties).



Use a designated section to 
enter relevant professional or 
translatable skills. 
Relevant Skills: 
Mastery of Excel macros, pivot 
tables and vlookups, employee 
benefits administration, new hire 
onboarding, multistate payroll, 
employee relations.

Showcase 
your skills



03
Why should I trust you?



+ Institution name and location
+ Degree obtained (if applicable)
+ Field of study
+ Optional

• Graduation year (if 
applicable)

• Your GPA (if > 3.4)
• Relevant honors, 

coursework, or other 
achievements

Education



Put your skills 
to the test
Complete an Indeed 
Assessment to prove your top 
skills to employers and make 
your Indeed Resume stand out.

my.indeed.com



A certification is a credential 
that demonstrates that you 
have the knowledge, experience 
and specific skills needed for a 
specific field or job.
These can be especially helpful 
when changing roles if you 
haven’t used the skill in your 
work history.

Certifications



Understand how employers 
review resumes



Source: Ladders, “Eye-tracking Study” (2018) 

+ Clear, simple layouts with 
clearly marked headers

+ Layouts that took 
advantage of F-pattern 
and E-pattern reading 
tendencies

+ A summary or objective 
statement at the top

+ Clear fonts

You have 7.4 
seconds to make 
an impression



An applicant tracking system will:
+ Scan resumes and filter for 

qualified candidates 
+ Compare skills listed on your 

resume with keywords and 
phrases mentioned in the job 
listing 

+ Flag resumes that have 
overused, over-optimized 
keywords in an attempt to 
trick the system

Tailor your resume 
to be ATS-friendly



Find a few jobs you’d like to 
apply for and compare your 
resume to the job description.

Match keywords 
from job postings



Word 
Cloud 
Generator



Job seekers with an Indeed Resume 
hear from employers 4x more often.

Source: Indeed data (US)



+ Simple formatting
+ Easily apply
+ Employer resume search

Build your resume 
on Indeed

my.indeed.com



Employers search for 
resumes by role and 
location, using filters 
and advanced search 
techniques to refine 
their results.

Employers are 
looking for you

Austin, TXSoftware developer

Austin, TXSoftware developer



Update your resume on Indeed at least once a 
month if you are actively looking for a new job.  

Updated resumes get pushed to the top of 
employers’ resume search results. 

You’re up to 3X more likely to get contacted by 
employers if you updated your Indeed Resume 
in the last week.*

*Source: Indeed data (US)

Indeed 
insider tip



Discover tools and 
resources available



+ 1-2 pages
+ .5” - 1” margins
+ Easy-to-read font 

throughout, size 10-12
+ Headers in bold
+ Proofread!

Use a template or 
format carefully

indeed.com/profile/resume-templates



Pay attention to file format and naming.

Save your application documents as PDFs to 
preserve the information and formatting. 

Use your first and/or last name when saving the 
file so employers can easily locate it. 

For example: 
FirstName_LastName_Resume.pdf

Indeed 
insider tip



Browse resume 
samples
Indeed has resume 
examples for a variety of 
industries and job titles.
They are based on the 
resumes most contacted 
for that specific job title. 

go.indeed.com/resume-samples



Place screenshot here

Take your resume 
to the next level, 
with expert help.

Expertise
Recommendations you 
can trust from the world’s 
#1 job site.

Fast turnaround
Get an instant report today, 
or professional feedback in 
a matter of days.

Fair pricing
Get a free resume report, 
or work with a professional 
resume editor for a fair price.



Instant 
Resume Report
Make impressive improvements 
to your resume, today. Beyond 
best practices, you’ll get a free, 
comprehensive report with tips 
from the world’s #1 job site, to 
help you optimize your resume.

resume-review.indeed.com/instant-scan



Resume Review
Optimize your resume with help 
from a professional resume 
editor. You’ll receive a 10 minute 
video that outlines specific, 
actionable advice to improve 
key areas of your resume.

resume-review.indeed.com



Resume Rewrite
Let Indeed take the stress of 
writing a resume off your hands. 
In a matter of days, you’ll receive 
a completely rewritten, 
optimized resume so you can 
start applying with confidence. 

resume-review.indeed.com



Resume Report Resume Review Resume Rewrite

Instant
Same day

Step-by-step video
2-5 day turnaround

Full service
4-6 day turnaround

Specific, data-driven 
resume advice in a 

comprehensive report

Actionable advice 
from an editor with 

expertise in your field

Your resume, rewritten 
by an editor with 

expertise in your field

$0 $19 $89

You’ve got what it takes.
We can help you get noticed.



Time for Q&A!



JACKIE MITCHELL
Certified Professional Career Coach
Jackie Mitchell Career Consulting

@jackiemitchellcc

www.jackiemitchellcareerconsulting.com

347-620-3436

linkedin.com/in/jacquelinemitchell



Register for an upcoming 
virtual workshop or watch 
on-demand:

go.indeed.com/jobcast

Check out our 
other Job Casts



Thank you!


