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How Resumes Have Evolved: The Impact of Technology 

 

The resume has come a long way since Leonardo da Vinci wrote the first one in 

1482. The introduction of word processors in the ‘70s added a level of 

professionalism to the document over the handwritten note and by 1983, the 

launch of Microsoft Word permanently altered the creation of resumes.  

 

The most significant evolution in resume writing stems from the introduction of the 

Internet. In the past, companies advertised jobs in a newspaper, generating 

perhaps 50 or so hard copy resumes delivered by hand or snail mail. Companies 

now source global talent using online job boards, corporate websites and social 

media. Suddenly the manageable number of incoming resumes has exploded into a 

massive applicant pile nearly impossible for review by a lone HR employee, forcing 

companies to shift the initial resume review process from a human being to a 

computer software scan. 

 

Applicant Tracking System (ATS) is a software application used to manage a 

company’s recruitment needs electronically, lessening the burden placed on the HR 

decision maker. Job boards like Monster and Workopolis along with recruitment 

firms, 95% of large companies and 50% of mid-sized organizations (as of 2013) use 

some type of ATS to manage job postings and resumes. From a formatting 

perspective, there are certain limitations to how creative a resume can be yet still 

pass an ATS scan. Unfortunately, too many people are unaware of the intricacies of 

ATS screening, causing their resumes to be instantly rejected by the computer, 

even if they are the most qualified applicant. 
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How Resumes Have Evolved 

(- continued - ) 

 

Lastly, the proliferation of mobile devices impacts resumes writing. No longer can 

one assume a resume will only be read on a PC. Your resume must now be created 

in a format and font easily readable on mobile devices. 

 

It’s always been tough to attract the attention of a hiring authority. Now the 

process becomes even more complicated when you first have to satisfy the needs 

of a computer scan before even hoping to grab the attention of a human reader 

(who will likely spend under 60 seconds on an initial review of your resume). 

 

The goal of this booklet is to enlighten you with the knowhow and actions required 

to take your resume from basic to brilliant, match the computer scan, WOW a 

future employer with your expertise, and ultimately conquer your job search and 

advance your career. 

 

Let’s begin!! 

 

 

Photo credit: © jesadaphorn Fotolia.com 
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Why Your Resume May Not Be Working For You 

 

There are numerous reasons why your resume may be hindering your job search; 

some are related to the robots reading your resume while others are more 

subjective based on the personal preferences of the human reader. 

 

Here’s my quick list of 14 reasons your resume may not be working for you. If it… 

 

� Utilizes a format that impedes the computer scanning process. 

� Lacks the right key words and key phrases. 

� Contains a photo (88% is the job rejection rate if you include a photo). 

� Omits current contact information (email and phone number). 

� Includes an unprofessional personalized email, work or Hotmail address. 

� Was written in the personal pronoun (“I”, “Me”, “My”). 

� Comprises spelling and grammar errors. 

� Shows a career gap. 

� Lacks career achievements. 

� Alters the truth (96% of companies perform some type of background check). 

� Is too short or too long (.5 page, 1.5 pages, 4 or more pages). 

� Uses too much technical jargon, short forms or acronyms. 

� Displays different employers and job titles than your LinkedIn profile. 

� Ends with the phrase “References Available Upon Request”. 
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Resume Formats: The Three Basic Resume Styles 

 

 

Photo credit: © mindscanner Fotolia.com 

 

There are 3 different resume styles: Chronological, Functional and Combination 

(also referred to as a “Hybrid” resume). 

 

The most recognizable format is the Chronological Resume. While effective at 

displaying career history in reverse chronological order, it has become an outdated 

and ineffective job search tool as it fails to address latest resume writing trends 

including personal branding and skill competencies otherwise known as key words. 

 

The Functional Resume style is a skills-based document, focusing less on 

positions held and employment dates and more on functional headings such as 

Leadership, Project Management and Customer Service. Career achievements are 

then listed under the appropriate function instead of the job in which they occurred. 

The functional format is the LEAST preferred resume style and should be avoided. 

 

The optimal format is the Combination Resume which begins with a 

succinct description of your personal brand � your value-add � and includes a 

description of your hard and soft skills. This section is strategically positioned in the 

upper third of page 1, or what I call “above the fold”, a key area of the resume 

typically reviewed by an HR individual. Work experience is then documented in 

reverse chronological order. The combination resume format strategically positions 

you as the ideal candidate to meet the employer’s needs, is easily understood and 

preferred by hiring managers, and helps to minimize any perceived obstacles such 

as career gaps or fear of “ageism” by upselling your achievements. 
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Resume Formats: Randy the Robot is Reading your Resume 

 

Meet the new HR Employee, I like to call him Randy the Robot. 

With the advent of Web 2.0, employers are bombarded with 

candidate resumes; not all of them qualified for the job. It was 

estimated over 100 million resumes were sent in 2011. Can you 

imagine what that figure might be in 2015 and beyond? 

Photo credit: © Vladislav Kochelaevs Fotolia.com 

 

To handle the overwhelming burden of screening a massive pile of resumes, many 

companies now utilize an Applicant Tracking System (ATS) application. The purpose 

of ATS is to reduce the quantity of resumes for review by HR personnel.  

 

According to HireRight, ATS may screen out approximately 75% 

of the applicant pool before passing the remaining 25% onto HR. 

 

 

 

Your Combination Resume must be formatted using standard word processing 

features to pass the software scan. Simply put, the following word processing 

features must be AVOIDED when designing an ATS friendly resume. 

 

Do NOT use:  

���� Columns Shading ���� 

���� Headers Footers ���� 

���� Underlines Graphics & Logos ���� 

���� Charts & Graphs Accent Marks ���� 
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The Importance of Optimizing the Upper Third of Your Resume: 

 

Contact Information (Address, Email, Phone #, and Social Media url’s) 

 

Provide a comprehensive contact section. First and foremost is your name followed 

by your home address including street, city, and postal or zip code. 

 

A phone number that will be answered in a professional manner and has a 

professional voice mail message. If you’re on Skype, include your Skype address. 

 

Display a professional email address; NOT a Hotmail address, your current work 

email address or a customized email such as hardworkingjoe@myisp.com.  

 

 Did you know????? 

���� 76% of resumes are ignored  

when they contain an unprofessional email address 

 

A professional email follows either a firstinitial+lastname or firstname+lastname 

format such as janedoe@gmail.com. If you have a popular name, try inserting a 

middle initial or adding your degree acronym.  

 

Employers are interested in candidates that keep up to date on the latest 

technology. Are you on LinkedIn, Twitter and Facebook?  I haven’t written a resume 

since 2008 without including a LinkedIn url. In 2014, I also started to see an 

increase in adding links to Twitter and Facebook profiles. 

 

Here’s a strong example: 

JOHN DOE, MBA, BSc 
4 Main Street � Oro-Medonte, ON � L0L 2L0 

Phone: 555.555.5555 � Skype: JohnDoe � Email: johndoe@myisp.com 
www.linkedin.com/in/johndoe � Twitter: @JohnDoe 
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The Importance of Optimizing the Upper Third of Your Resume: 

 

Defining Your Personal Brand 

Step I: Self Discovery 

Wikipedia describes personal branding as: “the practice of people marketing 

themselves and their careers as brands”. Everyone is a brand, not just celebrities, 

and your resume is your key marketing document to promote your brand. Building 

your brand boosts your professional credibility, propels your chances for a job 

interview or promotion, positions you as a leader or aspiring leader, and ultimately 

fosters an increase in earning potential. 

 

A captivating personal brand is: 

� A representation of your character and identity. 

� Authentic and unique to you. 

� Well understood by your target audience. 

� Consistently portrayed in person, online and in writing. 

 

A personal brand portrays what is special about you! It defines your unique 

differentiators. Start by doing an exhaustive self-exploration. Consider the following 

questions; feel free to seek input from family, peers and others in your network. 

 
� What am I expert at or renowned for? 

� What is the core message I want to express? 

� What can I promise to people that work with me? 

� Who are my customers and/or clients? 

� What makes me unique compared to my peers or other job applicants? 

� What is the legacy I left at each employer? 

 
Taking the time to define your unique promise of value � your value proposition � 

elevates your personal brand status and career management to new heights. 
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The Importance of Optimizing the Upper Third of Your Resume: 

(Defining Your Personal Brand - continued - ) 

 

Step II: What’s Your ONE Word? 

 

 

Interviewers are now increasingly asking you to 

describe yourself in ONE word as part of the 

hiring process. Do you have a response? 

 

 

Photo credit: © thinglass Fotolia.com 

 

I always challenge my clients to describe themselves using single words of 

strength. I don’t want to hear you’re reliable, dedicated or punctual…those words 

are weak, overused and meaningless. Some of the most resonating words clients 

have shared are: indomitable, courageous, charismatic, instinctive, sagacious, 

visionary, and ingenious. 

 

Everyone has ONE word; it just might take time to research and determine your 

optimal ONE word. Start by making a list. Feel free to seek input from friends, 

family, co-workers, and anyone else in your network.  

 

Be strategic in selecting your ONE word. Consider not only who you are as a person 

but who you are in relation to the job function and your field of expertise. What 

ONE word would make you stand out from your competition? What would an 

invaluable characteristic be for someone with your expertise and credentials? 

 

A resonating ONE word can quickly spiral into further discussion of your unique 

promise of value and ultimately lead to your next career challenge. After all, change 

begins with one step or ONE word. 
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The Importance of Optimizing the Upper Third of Your Resume: 

(Defining Your Personal Brand - continued - ) 

 

Step III - Creating a ProJective (…NOT an Objective) 

When I first started writing resumes, an Objective statement was the norm. As 

resume writing has morphed into marketing client uniqueness, enticing resumes 

now start with a stronger introductory paragraph some call a Professional Profile or 

Executive Summary statement. I coined the term “ProJective” referring to the 

massaging or blending of a professional profile and an objective statement. 

 

There’s two parts to the ProJective: a personal brand statement (tag line) 

written in 13, 15, 17, 19, or 21 words followed by an introductory paragraph no 

longer than 6 lines. A well written and enticing Projective incorporates: 

� Your ONE word. 

� Your LEADERSHIP style. 

� Your COMMUNICATION style. 

� What you are RENOWNED for. 

� Highlights your QUALITIES. 

� Uses descriptive ACTION words. 

� KEY WORDS or key phrases to portray your competencies. 

 

Here’s an example: 

 

SENIOR SALES LEADER 

 

Devises compelling solutions, builds brands, coalitions and relationships to deliver unprecedented 

results in saturated markets  

 

Charismatic, results-driven senior sales hunter renowned for consistently outperforming the 
competition. Engaging, collaborative and respected leader, gains employee trust, sets clear 
expectations, provides a stimulating environment, coaches the team to consistently deliver and 

succeed. Visionary, steers change, understands key business drivers, works with all parties to uncover 
and deliver solutions. Articulate and authoritative communicator and corporate ambassador, 
encourages open dialogue, extracts the unique value proposition to conclude win-win negotiations. 

Core business competencies include: 

Executive Leadership  B2B / B2C / B2G Sales  Business Development 

Territory Management Contract Negotiations Account Management 

Relationship Management Sales Planning & Forecasting Business Case Development 
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The Importance of Optimizing the Upper Third of Your Resume: 

 

Hard Skills, Soft Skills and Key Word Competencies 

Let’s first examine the difference between a hard skill and a soft skill. A hard skill 

is typically a trait acquired through education and experience (such as Accounts 

Payable or Customer Service). A soft skill is often a term used to describe a 

person’s “Emotional Intelligence” or “people skills” – the personal attributes that 

describe an individual and their interaction with others (personality traits, 

communication, personal habits, leadership, and social graces). Hard skills help you 

land an interview; soft skills help you interact with others in the job. 

 

Common soft skills valued by employers could include: the ability to problem solve, 

adaptability, time management, strong communication, positive attitude, and a 

strong work ethic. 

 

Hard skills are the attributes that support your ability to effectively perform the job. 

A skills list for a Finance Executive might include: Audit Controls; Corporate 

Governance; Corporate Tax; Divestitures; EBITDA; GAAP; IFRS; Mergers & 

Acquisitions; Reverse Takeover; Risk Management; or Sarbanes Oxley. 

 

Go back to my website and download the free Resume Keywords e-book 

(http://aneliteresume.com/do-you-know-your-keywords/). In it you’ll receive a list 

of 48 hard skill key words for each of 22 job sectors, from Accounting to Teaching. 



© Elite Resumes, 2015  Page 13 of 23 

The Importance of Optimizing the Upper Third of Your Resume: 

 

Matching the ATS Application 

ATS software is key word based, meaning someone in HR has determined the 

functional key words and key phrases used in performing the job. The software 

then scans each candidate resume using the programmed key words as the Pass / 

Fail criteria. If your resume doesn’t include the right mix of functional key words 

and key phrases, your resume is toast!  

 

Too many people fail to hit the bull’s eye and match the key word competencies in 

their resume to the posting. Instead, many people quickly upload and send the 

same resume to each job they apply to without scanning the advertisement for key 

words. Take for instance someone involved in launching a new product. While both 

of the following phrases have a similar meaning, the specific key words differ 

slightly. Company A uses the term “New Product Launch” while Company B refers 

to the process as “New Product Introduction”. 

 

I’ll never say you can beat the robot scan, but you can certainly try and match the 

process by detecting the right functional key words and key phrases and adjusting 

your resume accordingly. 

 

A word of caution: If you don’t have any experience in a certain skill, don’t 

include it. This isn’t about a mass key word dump, tossing in all possible key words 

and key phrases simply to pass the computer scan. Only include the hard skill key 

words you can support in a job interview. 
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Promoting Your Professional Experience: 

 

How to Document Career History 

Often called Professional Experience, Work Experience or Career Chronology, this 

area lists your employer, employment dates and job title(s) starting with the most 

recent position held. Here is a weak example. Can you pick out three things that 

are wrong with this format? 

 

ABC Company, Toronto, Ontario March 2012 – present 
Senior Sales Manager 
 

Acme Supplies, Toronto, Ontario January 2010 – July 2011 
Sales Manager 
 

Acme Supplies, Toronto, Ontario January 2007 – December 2009 
Sales Representative 

 

Mistake #1: Bolding the company name. The resume isn’t about ABC Company; it’s 

about YOU! The emphasis is placed, and the eye is drawn, to the wrong area. 

 

Mistake #2: Incorporating months in employment dates. Using the above example, 

an 8 month employment gap is clearly identified between 2011 and 2012. 

 

Mistake #3: Gives the impression this individual worked for 3 firms when in fact 

they were employed at Acme Supplies for 4+ years and received a promotion. 

 

A more effective method of documenting work experience would be: 

 

ABC Company, Toronto, Ontario 2012 – present 
SENIOR SALES MANAGER 
 

Acme Supplies, Toronto, Ontario 2007 – 2011 
Held the following 2 progressively responsible positions: 

SALES MANAGER 2010 – 2011 
SALES REPRESENTATIVE 2007 – 2009 
 

By bolding the job titles, the emphasis is placed on you and not the company. 

Removing months from employment dates eliminates the career gap. Continuous 

employment was shown at Acme Supplies with emphasis placed on the leadership 

promotion. 
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Promoting Your Professional Experience: 

 

Spark Interest with STAR Story Achievements 

Anyone tasked with sifting through resumes in search of the perfect candidate is 

routinely faced with an abundance of dull, boring to read resumes. No one cares 

what your job duties were or what you were “responsible for”. A future employer 

wants to know what you can do for them. How can you solve their problem (the job 

opening)? The best way to do this is to write bulleted career achievements, or what 

I call STAR Stories. 

 

The acronym STAR stands for: 

 

S – Situation 

T – Task 

A – Action 

R - Result 

 

Stories tell the reader: 

� What you did (specifically). 

� How you did it (the skills used and actions taken). 

� What resulted (measurable $, %, time frames). 

 

A great STAR story is written in bullet format, starts with an action verb, includes a 

quantifiable metric, and doesn’t exceed 3 lines in total (preferably 1 or 2 lines). 

 

Acme Supplies, Toronto, Ontario 2007 – 2011 

Held the following 2 progressively responsible positions: 

SALES MANAGER 2010 – 2011 

� Boosted overall sales by 75% growing from $1.3 million to $2.3 million in 18 months. 

� Mentored the team and introduced sales incentives, sparking unprecedented performance levels, 
earning all 12 sales staff President’s Club status for exceeding 2010 quotas by 125% to 175%. 

SALES REPRESENTATIVE 2007 – 2009 

� Recruited from a competitor to develop an untapped territory, taking a strategic sales approach to 

capture $115,000 in 2007, growing to 45 targeted accounts generating $550,000 by Q3 2009. 
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Affiliations, Professional Development and Education: 

 

When to Include or Exclude Memberships and Community Involvement 

In general, include all current and past memberships in industry associations. 

Be specific, include the role you played and years of involvement. If the 

organization has numerous chapters, also reference the chapter(s) you were 

affiliated with.  

Board of Directors, Society of Cosmetic Chemists, Ontario Chapter 2012 – present 
Treasurer, Professional Engineers of Ontario 2011 – 2014 
Member - Finance Committee, Ontario Trucking Association 2009 – 2013 

 
When deciding to include or exclude community involvement, ask yourself: 

Is my involvement current or out of date? 

� A general rule of thumb: if your involvement occurred 10+ years ago, omit. 

 

Is my involvement relevant to my career path or have I learned skills pertinent to a 
future employer? For instance: 

� When you’re wanting to transition from a corporate career into the non-profit 
sector and have acquired any type of volunteer experience with a charity 
organization. 

� If you’re a student seeking your first full time job in accounting and served 
as the Treasurer for a student organization while attending university. 

� Exclude any allegiance or involvement with religious or political organizations 
in a North American resume. 

 

Does it fill a career gap on my resume? 

� A career gap on a resume raises red flags and can be the #1 detriment to 
your job search, particularly when the gap extends from one year to the 
next. Volunteering during a career transition allows you to document the role 
you are playing and the name of the organization along with current years of 
involvement. You might even include industry and job key words in a 
bulleted statement describing your contribution or lessons learned. 

 

For example: 
 

Social Services Oro-Medonte, Horseshoe Valley, Ontario 2015 – present 
Member - Immigrant Mentoring Committee 

� Mentored new immigrants, sharing expertise in resume writing and job search strategies to 

help multicultural job seekers in their quest to secure employment in Canada. 
 
YYZ College, Toronto, Ontario 2010 – 2014 
Career Services Manager 

� Led a 20-person contract and FTE team to support 2,000 annual graduates. 
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Affiliations, Professional Development and Education: 

 

Don’t Hide Your Age – Be Truthful When Documenting Your Education 

 

 
Photo credit: © tashatuvango Fotolia.com 

 

You’ll find a diverse range of opinions on this topic with many people wrongly 

believing their real age is a hindrance to any job search. I’m of the opinion your 

resume is about creating an open and honest first impression so I strongly 

recommend you show a complete career history and true graduation dates. I’m not 

asking you to show your high school graduation date; what I am urging you to do is 

include the year of graduation for any formal post-secondary achievements in your 

resume and your LinkedIn profile.  

 

My stance on this matter is further supported by the trend among my network of 

executive recruiters who want to see the return of dates on a resume. By excluding 

education dates you leave your real age to the imagination and interpretation of the 

reader, who may inadvertently add years onto your true age. 

 

When documenting your education, list degrees in reverse chronological order. 

 

McMaster University, Hamilton, Ontario 2014 
DOCTORATE IN INDUSTRIAL PSYCHOLOGY (PhD) 

 

Schulich School of Business, York University, Toronto, Ontario 1995 
MASTER OF BUSINESS ADMINISTRATION (MBA) 
 
University of Waterloo, Waterloo, Ontario 1989 
BACHELOR OF SCIENCE – Psychology 
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Affiliations, Professional Development and Education: 

 

Displaying Professional Development 

Not only do companies like individuals who embrace ongoing learning, but course 

and seminar names often contain industry buzzwords providing another opportunity 

to include in your resume the key words an ATS scan may be searching for. 

 

Professional development is typically one of the last sections on a resume so I often 

decide how to document courses, seminars and workshops based upon the amount 

of remaining space. 

 

Here are three different examples, each varying in page length: 

(Example A) 

Salesforce Industries, Ottawa, Ontario 2014 
Leading Effective Sales Teams 

 
The Sales Experts, Toronto, Ontario 2012 
Sales Planning & Forecasting Seminar 

 
Canadian Professional Sales Association, Toronto, Ontario 

Strategic Account Management Workshop 2011 
Sales Coaching For Success 2010 
Effective Negotiation 2008 
Communicating To Influence A Buy 2005 

 

(Example B) 

Strong proponent of continuing education; selected courses include: 
 

Leading Effective Sales Teams � Sales Planning & Forecasting � Strategic Account Management 
Sales Coaching For Success � Effective Negotiation � Communicating To Influence A Buy 

 

(Example C) 

Leading Effective Sales Teams Sales Planning & Forecasting 

Strategic Account Management Sales Coaching For Success 

Effective Negotiation Communicating To Influence A Buy 

 

 



© Elite Resumes, 2015  Page 19 of 23 

Putting It All Together | Sample Resume BEFORE 
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Putting It All Together | Sample Resume BEFORE 
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Putting It All Together | Sample Resume AFTER 
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Putting It All Together | Sample Resume AFTER 
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A final thought about resumes 

 

Don’t get overwhelmed by what you just read; I know I’ve shared a lot of 

information with you. Go back and revisit each section, one page at a time. Break 

down your resume update into manageable tasks. The effort you put forth into 

revising your resume will reap tremendous rewards as you reignite your job search 

with a brilliantly crafted resume. 

 

So, as the message on page one says, Think Different about your resume. Don’t be 

average when you can be exceptional! 

 

 
About the Author: Martin Buckland is an Executive Career Management 
Professional holding 20+ certifications including: Certified Professional 
Resume Writer, Certified Social Media Career Strategist, Personal 
Branding Strategist, Job & Career Transition Coach, Employment 
Interview Professional, and Job Search Trainer. 
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