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An Introduction To Keywords 

 

Keywords have become an integral component of aligning an individuals’ skill set to a company job 

opening. The increased prevalence and reliance upon online application, Applicant Tracking System 

(ATS) software and social recruiting necessitates the integration of keywords throughout your resume 

and cover letter. 

 

In general, keywords are descriptive words - often nouns - depicting your hard skills acquired through 

education and experience that are associated to specific disciplines or industries. Let’s call these your 

‘marketable skills’. As you will see within An Elite Guide To Resume Keywords, some keywords are more 

generic and can apply to roles within a variety of industries such as: Project Management, Continuous 

Improvement, Business Reengineering, and Customer Service. Other keywords are more sector specific; 

examples within an Engineering environment could include: Mechanical or Electrical Engineering, Design 

of Experiment, Kaizen, Kanban, and Lean Manufacturing. 

 

Why Are Keywords Important? 

 

Advances in Internet technology and job search tools have transformed the process of writing a resume, 

forcing the strategic and mandatory incorporation of keywords. In the past, hard copy resumes were the 

norm, submitted either in-person or via snail mail. Those days are gone with the advent of online 

application tools including traditional job boards (such as Monster, Workopolis and CareerBuilder) and 

direct application on company websites.  

 

Tip Keywords facilitate your resume to be electronically retrieved in resume databases and ranked 

for alignment to job postings. 
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An Applicant Tracking System is a keyword based software application that facilitates the electronic 

handling of recruitment. ATS utilization is readily becoming the norm with the majority of companies 

employing some type of ATS platform to process job applications and manage resume data. In simple 

terms, the primary task of an Applicant Tracking System is to conduct a computerized search, pre-

screening all online resume submissions and accepting those that match the keyword criteria. When 

using an ATS application, someone at the company has reviewed the job requirements and selected 

certain mandatory candidate skills required to adequately fulfill the available position. The keywords 

representing those skills are then programmed into the software and become the guidelines used to 

scrutinize all online applicants. Failure to integrate appropriate keywords into the resume and cover 

letter can result in elimination of your candidacy and prevent you from being invited for an interview 

even though you are the perfect candidate. On the bright side, using An Elite Guide To Resume Keywords 

will help give you a competitive edge, steering you in selecting and incorporating sector-specific 

keywords into your resume portfolio – an invaluable resource in boosting your candidacy and passing 

the initial online screening process. 

 

Another reason why keywords have become so crucial to writing an effective resume, is the heightened 

utilization of social media - specifically LinkedIn - by recruiters to hunt for future employees. In addition 

to adding keywords to the “Skills and Expertise” section of your online profile, keywords should also be 

dispersed throughout your career “Experience” section. With the purchase of LinkedIn’s Recruiter 

application, companies and recruiters can perform a search and flag candidate profiles containing a 

specific skill set. 

 

Beyond the electronic benefits, keywords also help the individual assigned to scan a plethora of 

candidate resumes and determine which applicants qualify to advance to the next steps in the hiring 

process.  

 

How Do I Know Which Keywords To Incorporate? 

Be strategic in selecting appropriate keywords; do not incorporate keywords that you can not support 

through verifiable work experience. For instance, do not include “Continuous Improvement” if you 

cannot provide in your resume &/or in an interview, a concise example of how you improved a process 

or product while working for a previous employer. 



 

Tip Select keywords that reflect your Value Proposition and align to the specifications contained 

with the job posting and additional information on the potential employer’s website. 

 

Finding keywords is not difficult. In addition to the 48 keywords listed for each of 22 job sectors included 

in An Elite Guide To Resume Keywords, other avenues to explore and extract potential keywords include 

but should not be limited to: 

 Similar online postings 

 Professional / industry associations 

 Colleagues 

 Company pages such as website and the Company “Insight” Page on LinkedIn 

 Google AdWords 

 KeywordEye 

 KeywordSpy 

 SEMRush 

 WordStream Keyword Tool 

 National Occupation Code (NOC) 

 

Match The Keywords To Each Job Application 

Assess the keywords contained in the job posting and on the company website for EVERY job you apply 

to and review those words against the keywords used in your resume and update as required. Why? 

Companies often develop their own internal language and what might have been called ‘New Product 

Launch’ with your previous employer might be called ‘New Product Introduction’ at a future employer. 

 

Tip Successfully passing an online screening process requires diligent assessment and alignment of 

your resume keywords to the corporate language used by the advertised employer. 

 

The Hit Factor 

 

When performing an electronic scan, your resume is ranked based on the number of keywords found, or 

hits. The search exposes resumes with the required keywords; the greater the match of keywords, the 

higher the hit ranking, the greater the odds your resume will be chosen and read by a human reviewer.



 

Where Do I Put The Keywords? 

 

In addition to spreading keywords throughout your career history - those crucial achievement 

statements -  it is recommended to also create a keyword summary in the upper third of page 1 of your 

resume. While I wouldn’t recommend you call it a ‘keyword summary’, you could label this area as a 

‘Qualifications Summary’ or ‘Core Business Strengths’ section. While LinkedIn permits a maximum of 50 

keywords in the ‘Skills and Expertise’ section of your profile, I would limit this area of your resume to a 

maximum of 18 keywords. 

 

In Summary, Keywords are Key 

By now you’ve learned how key it is to incorporate keywords in your resume and cover letter. Keywords 

bring attention to your ‘marketable skills’ and help the reader understand the benefits the company 

could realize by selecting you as their next employee.  

 

Tip The more specialized your position, the greater the impact of keywords in aligning your job 

search to the candidate selection process. 

 

While by no means should An Elite Guide To Resume Keywords be your sole source of information, the 

contents contained within this reference tool will provide a solid foundation in steering your resume to 

attract attention, when scanned electronically and by the human eye. The more keywords, the better 

attention your resume will attract by a career influencer. 

 

I hope you find An Elite Guide To Resume Keywords invaluable in tackling the subtleties of online 

recruitment using keywords and invite your friends, peers and other contacts to also download this 

complimentary guide courtesy of Martin Buckland, Executive Career Management Professional, Master 

Resume Writer and Principal of Elite Resumes. 


