Preparing the Ideal Scannable Resume


Leading businesses, organizations and executive search and placement firms today are using electronic resume tracking technology to “scan” or “read” resumes.  Your resume is scanned for key words, phrases, experience, education and skills.  Whether you are applying for a position with a firm using manual or automated systems, it is still necessary to tailor your approach for each new position.  The nature of the automated (resume) systems is saving time while enhancing the quality and evenhandedness of the recruiting process, thus reducing factors such as age, gender and race.


The following are tips and information that will assist you in the journey through employer’s electronic resume tracking systems and will increase your opportunities for matching requirements and getting “hits”.

1.
Stick to sans serif fonts or very popular, easy to read serif fonts.  This includes Ariel, Helvetica, Times, Futura, New Century Schoolbook, Universe, ITC Bookman, Optima, Palatino, ITC Avante Garde Gothic, and Courier.

2.
Use a font size of 10 to 14 points.  Do not use anything smaller.

3.
Boldface is accepted by most systems.
4.
Avoid using graphics and shading, italics and lines or underlining.

5.
Avoid compressing space between letters.  When you scrunch up your text, it becomes unreadable.

6.
Never use a nine-pin dot matrix printer.  A 24-pin letter-quality dot matrix printer is passable.  A laser or ink jet printer is best.

7.
Always send originals or Email.  Avoid fax copies that may become difficult for the scanner to read.

8.
Minimize the use of general abbreviations.  When in doubt, spell it out.

9.
Maximize the use of industry jargon.

10.
Use an accomplishment-oriented resume structure as illustrated in the sample resumes.

11.
Avoid a four page on a folded 11” x 17” sheet.  Recruiters must tear these oversize sheets in half and 
scan page one, then flip it over to scan page two, and so on.

12.
Use light-colored, standard-size 8 1/2” x 11” paper, printed on one side only.

13.
Your name should be the first text on a resume capitalized, bold and a larger print.  Avoid putting 
your name, address, and telephone number on the same line.

14.
When faxing your resume, set the fax machine setting on “fine mode, “ rather than on “standard 
mode”.  Your 
resume will be easier to read.


15.
Do not put staples in your resume.  Even when removed, the previous compression may cause pages 
to stick together.

16.
Do not fold your resume.  If the crease falls across a line of type, it can be murder to read.  If you must 
fold your resume for some reason, be certain the fold does not occur along a line of text.

17.
“One page” is no longer the automatic answer to the question.  The more keyboard marketing points 
you present about  yourself, the more likely you are to be plucked from an electronic resume database 
now, in six months, or a year 
from now.  However,  three pages is the maximum.

18. Don’t print hollow bullets.  Computer eyes see these as little “o”s.

Hiring managers using a sliding scale can weigh each predefined category or keywords which are matched with highlights from a job description.  This is called “building a search,”

19.
Use common headings such as:  Experience, Professional Experience, Accomplishments, Strengths, 
Licenses, Publications and Honors. 
