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KEY JOB SEARCH STRATEGIES Upwardly(ﬁ
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Target your job
search &
applications

Customize your
resumes
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U.S. RESUME BASICS

Include:

Full Name

Contact information

Professional Summary

Key Skills

Professional Experience

Education

Any other experience (volunteer work)
Professional Development

(certifications/licenses)

Remember:

A
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use consistent font size, type and overall

formatting

Nno tables or text boxes

Nno punctuation at the end of bullet

points

spell check with U.S. English

Do not include:

Photo
Date of Birth
Marital Status

Other personal information



WHY CUSTOMIZE A RESUME? A
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A Customized Resume is a resume written for a specific job posting.

Ensures the qualifications and experience in the job description also
appear in your resume
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Customizing your resume can help you pass through Applicant
Tracking Systems (ATS)
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It shows the recruiter or hiring manager that you are a close match for
the job description

Customizing doesn't mean you have to invent words/information.
Restate your experience in a way that fits the job description!



HOW TO CUSTOMIZE A RESUME Upwardly@

e Read the job description

e Use keywords

e Highlight what is relevant
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TARGETED JOB SEARCH Upwardly@

KNOW YOUR
STRENGTHS &

TRACK YOUR

APPLY DIRECTLY QUALITY OVER APPLICATIONS

INTERESTS TO COMPANIES QUANTITY
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1. Job titles: Different companies call different roles
by different names. Make a list of common job
titles you see and search for these different

keywords

Example: Front desk jobs can be called “ Receptionist’,
‘Administrative Assistant” “Front Desk Clerk” “Front Desk
Associate” etc.

1. Date job was posted: Apply to the jobs that are
more recently posted (1-2 weeks)

2. Job description: Make sure you meet 80% or
more of the job qualifications
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Tip: Apply directly on company website whenever possible!

1. Indeed

| iInkedIn

Monster

Flexjobs (work remotely)
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4. Glassdoor
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6. ZipRecruiter
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SEARCH FOR JOBS jigl=I3{= UpwardlyGlobal
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CAREER COACHING PROGRAM Upwardly@
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Thousands of free Professional
trainings, licences, and networking with
certifications top employers

&

1:1 Career Coaching
support

10 | UPWARDLY GLOBAL



WORK WITH A CAREER COACH! upwardlytﬁa;

www.upwardlyglobal.org/
career-coaching/apply-now



LEARN MORE & CONTACT Upwardly@

VISIT OUR WEBSITE:

www.upwardlyglobal.org/career-coaching/

QUESTIONS:

Douglas@upwardlyglobal.org
Kyrie@upwardlyglobal.org



