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You’ve heard the expression, “You only have a few moments to make 
a lasting impression.” The same principle applies to your resume. It’s 
important that your resume makes a good first impression - with a 
quick glance, or by an automated search application, a recruiter or 
future employer will see it’s organized, easy to read, looks current and 
includes attributes they’re looking for in an employee.   

This Top 3 list may seem obvious, but a surprising amount of resumes 
miss key elements that make them stand out from their competitors.  
Check out our Top 3 resume must-haves to make sure your resume 
has these items. 

1. Resume Intro:  
Who you are and how to reach you 
Every resume should contain the basics; your name, phone number, 
email and mailing address. If you would like interviewers to call you 
Bill, we recommend putting Bill on your resume, not William.  Never 

3 Most Important Things Every 
Resume Must Have 
Many Resumes Are Missing These Key Elements 
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include your work phone number or work email address under your 
contact information – only use your personal information. An 
employer could take one look and think you would search for a job on 
their time, as well. 

With the increase in competition for every open position, marketing is 
an important component to your job search. A great marketing tool 
would be a link to a website or portfolio of your work. An online 
portfolio is ideal for writers, graphic designers, event managers, or 
anyone who needs to showcase their work. Executives could utilize a 
video on their website showcasing their accomplishments and talking 
about strategies to impress. This also gives you a “private interview,” 
showcasing your talents over your competition. 

Now you’ve passed the first gate, and you received a call to set up an 
interview. What kind of message will recruiters hear? If you’re actively 
seeking new employment, be sure your voice message is appropriate 
and professional. Remove any cute or humorous recordings and make 
sure the phone number you provide forwards to your cell phone so 
you don’t miss the call. 

2. Resume Body:  
Your Chance to Shine    
The main content of your resume is the area you write about what 
you’ve experienced, your accomplishments, and skills. It’s vital that 
you clearly include enough information to prove you’re qualified, but 
be sure to summarize and get to the point; you don’t want to bore a 
hiring manager with too much fluff and details. Utilize analytics 
effectively to show how you improved in your respective areas of 
responsibility. 

Great intros contain bold statements of your experience and the results 
like the following: Results-driven decision maker, a successful track 
record in establishing and implementing X, a proven ability to X, 
extensive experience in X, resulting in (use percentage) increased 
market share and enhanced customer satisfaction, resulting in (use 
percentage) increased revenue and profitability.   

You should also include wins such as: cut operating costs by X%, 
increased revenue by X%, launches, rolled up this, consolidated that, 
etc. – key trackable, reportable, actionable content with numbers or 
percentages that an employer can get excited about.  
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If the companies you worked for have proprietary nomenclature or 
language, don’t use them. Put the technology and terms into simple 
language that is easily identifiable.  

Searchable: Resumes Built for SEO     
More than likely, your resume will be available online - on LinkedIn 
and many of the most popular job boards. Most companies also use or 
employ recruiters who use applicant trackers. These trackers help 
companies quickly sift through a stack of resumes because the process 
is automated. They’re programmed to search for keywords that apply 
only to a particular position. Your beautifully written resume could be 
passed by again and again if you don’t have your skills clearly defined 
using searchable keywords. 

A good resume is only good if it can be found and gets read. This 
means it must contain keywords that make it easily found during a 
search. Yes, you want your resume to stand out from your competing 
job seekers, but when defining your skill set, this is not the time for 
creative writing by inventing terms or language that are not 
searchable.  

A great bullet list can sometimes rescue a weak resume. This is the 
area of your resume people and search engines search first. This is also 
the perfect spot to list all the acronyms and defining skills that don’t 
always neatly fit into your various job descriptions.  

A perfect example is Bill, mentioned earlier – he’s a marketer that has 
pretty much done it all, digital and traditional marketing. He’s written 
his job descriptions, but he can’t fit all of his key attributes in without 
getting too wordy. The bullets allowed him to distinguish between the 
many types of writing he does: SEO for the web, public relations, 
email, blog, etc. In his long job descriptions, he expanded on skills 
such as Public Relations, and the bullets included PR. This way, no 
matter what keyword was searched, his name would come up. 

The second bullet list, typically found at the close of your resume, is 
the list of software packages and platforms you’re proficient in.  
Examples would be WordPress, Salesforce.com, Illustrator, Microsoft 
Office Suite, etc.  
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Bonus Info 
Looking for a job can seem like a full-time job, especially when you 
already have one. But, if you want to find a new career quickly, we 
recommend putting in the work up front. This can translate to 
multiple resumes, and in some cases, custom resumes for top 
opportunities.  It’s more important than ever to stand out!   

Housekeeping 
A sloppy resume with typos, spelling and grammatical errors can land 
your resume in the trash. Always have multiple people proofread your 
resume. Keep it simple, don’t get creative with different fonts or use of 
bold text.   

Other overlooked areas are the document properties and the actual 
file name. You can find this by right-clicking on the closed document. 
Many resumes we review were originally created by another person.  
This is perfectly acceptable if you found a great resume and are using 
it for a template. Once you have replaced the original author’s 
information with your own, rename the document starting with your 
full name and ending with “Resume.” An example of this is “Kristen 
Gilbert Resume.”  Then, close the document and review the 
properties of the document. If the original file creator is Sally Smith, 
change the file name and author in the properties to your own 
information.   

 
Not sure if your current resume will make the cut? 

Get a FREE Resume Analysis today! 
 

Upload your resume at www.evolution-coaching.com 
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