
Step 1: Choose an ATS-Friendly Format
Use simple, standard layouts without columns or graphics.
Avoid fancy fonts; stick to professional ones like Arial, Times New Roman, or
Calibri.
Save your resume as a Word document (.docx) or PDF (if permitted).

Step 2: Optimize for Keywords
Analyze the Job Description: Highlight important keywords related to skills, tools,
certifications, and responsibilities.
Incorporate Keywords: Naturally include these terms in your summary, skills
section, and experience descriptions. Use exact phrases from the job description
when possible.

Step 3: Structure with Clear Sections
Contact Information: Include your name, email, phone number, LinkedIn profile,
and portfolio link (if applicable).
Professional Summary: Write a concise 2-3 sentence summary tailored to the job.
Skills Section: List both hard and soft skills relevant to the position. Use bullet
points.
Experience:

Use consistent formatting: Job Title, Company, Location, Dates (MM/YYYY).
Start bullet points with action verbs and include quantifiable results (e.g.,
“Reduced API response time by 20%”).

Education: List your degree(s), certifications, and relevant coursework.
Projects (Optional): Highlight technical projects with a focus on outcomes and
technologies used.

Step 4: Use Action-Oriented Language
Avoid vague descriptors like “responsible for.” Instead, use action verbs like
“developed,” “optimized,” “led,” or “designed.”
Example:

Before: “Responsible for developing web applications.”
After: “Developed scalable web applications using React and Node.js,
improving user engagement by 25%.”

Step 5: Avoid Common ATS Pitfalls
Don’t use tables, images, or headers/footers.
Keep section titles generic (e.g., “Work Experience,” “Education”) to ensure ATS
recognition.

Step 6: Validate with an ATS Checker
Use tools like Jobscan or ResyMatch to analyze your resume for ATS compatibility.

Crafting a 100% ATS-Compliant Resume

https://www.jobscan.co/
https://resumatch.io/

