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How to Get to the Top of the Shortlist

Why Your Resume Matters More Than Ever

In 2026, your resume is no longer just a summary of your experience—it’s a 
strategic tool designed to pass AI screening and capture recruiter attention 
quickly. Before a human ever reviews your application, your resume is evaluated 
by systems that assess relevance to the role, depth of experience, career 
progression, and measurable impact. The Goal isn’t just to “get through” these 
systems, it’s to rank highly within them.

Align with the 

Job Precisely 

and 

Intentionally

Today’s hiring systems prioritize candidates who 
clearly match the role.

What to do:

Use the job description as your blueprint 
Mirror key terminology (skills, tools, 
responsibilities)
Prioritize the most relevant experience at the top

Strong positioning example:

“Led full-cycle recruiting for 30–40 roles annually 
across corporate functions” 
“Managed compliance with FMLA, ADA, and multi-
state labor laws” 

Key takeaway:
 Relevance beats volume. A targeted resume will 
outperform a generic one every time

Show Impact, 

Not Just 

Responsibilities

Employers want proof—not task lists.

Shift from:

“Responsible for onboarding” 

To:

“Reduced onboarding time by 40% by 
implementing automated workflows, improving 
new hire productivity” 

Focus your bullets on:

Results achieved 
Problems solved 
Improvements made 
Business outcomes 

Simple formula:
 Action + Scope + Result + Impact



Demonstrate 

Technology & 

Digital Fluency

Technology is expected. Strategic use of it is what 
differentiates you.

Include:

HR systems (Workday, ADP, UKG, etc.) 
ATS platforms 
Data/reporting tools 
AI-enabled tools (if applicable) 

Stronger example:

“Leveraged Workday analytics to identify turnover 
trends and inform retention strategy” 

Key takeaway:
 Don’t just list tools—show how you used them to drive 
results.

Optimize for 

AI Screening 

Without 

Overdoing It

AI tools now evaluate patterns, not just keywords.

They look for:

Clear alignment with job requirements 
Logical career progression 
Skills tied to outcomes 
Clean, readable formatting 

Best practices:

Use standard section headings 
Avoid graphics, tables, and text boxes 
Keep formatting simple and consistent 
Use keywords naturally (not excessively) 

Ensure 

Resume + 

LinkedIn 

Alignment

Recruiters almost always cross-check your profile.

Make sure:

Job titles and dates match 
Key achievements are consistent 
Your professional narrative is aligned 

Difference in purpose:

Resume = targeted and role-specific 
LinkedIn = broader professional brand 

Pro tip:
 Your LinkedIn should reinforce your positioning 
and expand your story



Tailor 

Strategically 

(Without 

Starting Over)

You don’t need to rewrite your resume for every job—
but you do need to adjust it.

Focus on:

Reordering bullet points 
Highlighting relevant experience 
Adjusting keywords to match the role 

Even small changes can significantly improve your 
visibility

Position 

Yourself 

Based on 

Career Stage

Early Career

Emphasize skills, education, and potential 
Highlight internships and transferable experience 

Mid-Level

Focus on execution, ownership, and results 
Show consistent growth and impact 

Senior/Leadership

Highlight strategy, influence, and business 
outcomes 

Demonstrate leadership and transformation 

Bottom Line

The most effective resumes in 2026 are:

Targeted 
Impact-driven 
Technically aligned 
Consistent across platforms 
Strategically positioned 

When your resume reflects how hiring actually works today, you don’t just get 
seen—you get selected.
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Tailor Your Resume

In today’s competitive job market, sending the same resume to every job posting 
won’t get you the results you want. Recruiters and Applicant Tracking Systems 
(ATS) look for candidates whose experience clearly matches the needs of the 
role. Tailoring your resume doesn’t mean rewriting it from scratch—it means 
making targeted updates, so your resume speaks directly to the job you’re 
applying for. 

Here’s how to do it quickly and effectively—and why it can make the difference 
between getting an interview or getting overlooked.

Why Tailoring Your Resume Maters

It Helps Your Resume Pass ATS Filters: ATS Software scans your resume for keywords 
from the job description. If the match is low, your resume may never be viewed by a 
recruiter.

Tailoring ensures:

You include the right keywords
Your experience aligns with the job requirements
You rank higher in ATS search results

It Highlights Your Most Relevant Experience: Recruiters skim resumes in 6–8 seconds. A 
tailored resume pulls the right details to the top so they immediately see:

You understand the role
You have the required skills
You’ve done similar work before

It Shows Initiative, Effort, and Professionalism: A generic resume signals “I apply 
everywhere.” A tailored resume signals: 

“I understand what you’re looking for.” 
“I can deliver what you need.” 
“Your job is important to me.



How to Tailor Your Resume - Fast!

STEP 1

Identify the Top 5–7 
Job Requirements

Look at the job description and highlight: 

Skills mentioned repeatedly
Certifications or systems
Major responsibilities
Required experience level

These items must appear clearly in your resume.

Example descriptions for an HR Generalist:

Recruiting
Employee relations
HRIS experience
Benefits administration
Compliance / labor laws

STEP 2

Match Your Skills to 
Their Language

This improves ATS matching and recruiter clarity, use 
the employer’s exact phrasing, especially for: 

Job titles 
Technical skills 
Systems and software
Industry keywords

If they say, “Talent Acquisition,” use “Talent 
Acquisition,” not “Recruiting.”

If they say “HRIS: Workday required,” and you’ve used 
Workday—make it visible and specific.

STEP 3

Update Your Summary 
or Headline

This is the fastest way to tailor your resume. Two 
sentences can change your match score dramatically.

Example:

Generic summary: HR professional with experience in 
benefits, recruiting, and onboarding.

Tailored Summary: HR Generalist with experience in 
full-cycle recruiting, employee relations, HRIS 
management, and compliance—aligned with the core 
needs of your HR Generalist role.

STEP 4

Move the Most 
Relevant Experience to 
the Top

If you have multiple areas of experience, reorder bullet 
points so the most relevant achievements appear first. 
Recruiters connect faster when the most important 
experience is easy to find

For example, if the role emphasizes employee relations: 

Move your ER bullets to the top of that job entry 
Add measurable outcomes (e.g., resolved cases, 
reduced turnover) 



STEP 5

Add Missing Keywords 
(Naturally)

 Scan your resume and insert missing keywords 
where they genuinely apply.

Avoid keyword stuffing—ATS can detect unnatural 
repetition. Keep it authentic.

Places to insert them: 

Summary Skills section 
Job description bullets 
Accomplishments

STEP 6

Remove Irrelevant 
Information

If you have experience that doesn’t support 
the job: Remove entire bullets 
Shorten unrelated roles 
Eliminate outdated skills 

A resume is not your autobiography—it's a 
marketing document.

STEP 7

Save and Submit

Once your resume is tailored, save the document in an 
ATS friendly format. Be sure to use clean, simple 
formatting. 

Best Resume Formats for ATS

Microsoft Word (.docx) — Gold Standard
PDF (.pdf) — Use with Caution
Plain Text (.txt) — ATS Backup Option

Formats to Avoid

.jpg / .png (image files) → ATS cannot read text 
inside images
.pages (Apple Pages) → Limited compatibility
.odt (OpenOffice) → Not widely supported
Heavily designed PDFs (graphics, columns, icons) 
→ Parsing errors likely
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Evaluate And Strenghten Your Resume

Use this checklist to evaluate and strengthen your resume before applying

Alignment & 

Relevance

 ☐ Resume is tailored to the specific role
 ☐ Keywords match the job description
 ☐ Most relevant experience is prioritized
 ☐ Job titles and responsibilities align with target role

Impact and Results

 ☐ Each role includes measurable achievements
 ☐ Bullet points focus on outcomes, not tasks
 ☐ Metrics are included where possible (%, $, time)
 ☐ Clear evidence of value and contribution

Technology and Skills
 ☐ Relevant systems and tools are clearly listed
 ☐ Technology is tied to outcomes (not just listed)
 ☐ Demonstrates adaptability to new tools/technology

AI & Formatting 

Optimization

 ☐ Clean, simple format (no graphics or tables)
 ☐ Standard headings used (Experience, Skills, Education)
 ☐ Keywords used naturally (not overstuffed)
 ☐ Easy to scan in 10–15 seconds

Career Progression & 

Positioning

 ☐ Career progression is clear and logical
 ☐ Growth in responsibility or scope is demonstrated
 ☐ Professional narrative is consistent across roles

LinkedIn Alignment
 ☐ Resume matches LinkedIn profile
 ☐ Dates, titles, and achievements are consistent
 ☐ LinkedIn expands (not duplicates) resume content

Final Quality Check

 ☐ No spelling or grammatical errors
 ☐ Bullet points are concise and clear
 ☐ Formatting is consistent throughout
 ☐ Resume is 1–2 pages (depending on experience level)
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